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Introduction

f you've been thinking about taking a class on the Internet (it is all

the rage these days), but you're concerned about getting lost in the

electronic fray, worry no longer. Word 2013 eLearning Kit For Dummies
is here to help you, providing you with a hands-on learning experience that
includes not only the book you hold in your hands, but also an online course
athttp://learn.dummies.com. Consider this introduction your

primer.

About This Kit

Whether you follow along with the book, go online for the courses, or some
combination of the two, the 11 chapters in Word 2013 eLearning Kit For
Dummies walk you through examples and exercises so that you learn how to
do the following:

v Master the basic features that all Office products have in common, like
ribbons, scroll bars, and keyboard shortcuts.

v Create and format a basic Word document, whether you start from a
blank document or one of the many templates.

v Save time and ensure document elements are formatted consistently by
creating and customizing styles and templates.

v Apply different page-level settings in the same document by creating differ-
ent sections within your document.

v Organize information into tables, and illustrate your content or simply
decorate the page with graphics.

v Automate much of the work involved in handling correspondence and
preparing long reports using Word’s advanced document-preparation
features.

v Protect and share documents using Word'’s security and sharing
features.


http://learn.dummies.com

Introduction

Each piece of this kit works in conjunction with the others, although you
don’t need them all to gain valuable understanding of the key concepts.

This book uses a tutorial approach to explain how to use Word'’s features. In
each chapter, you'll find the following elements:

v Chapter opener questions: To get you warmed up and ready for the
chapter material, the questions quiz you on particular points of interest.
If you don’t know the answer, a page number heads you in the right direc-
tion to find it.

v~ Tutorial step-by-step instruction with sample data files: Each chapter
introduces an important task you can do in Word. You then find step-by-step
tutorials that walk you through using the feature or combining skills
you've learned so far to accomplish a specific goal. Often, you need to
download a sample file that goes with the steps. See the “Beyond the
Book” section later in this introduction for details on downloading the
sample files.

v+ Summing Up: This section appears at the end of each chapter; it briefly
reiterates the content you just learned.

v Try-it-yourself lab: Test your knowledge of the content just covered by
performing an activity from scratch — that is, using general steps only and
no sample files.

+* Know this tech talk: Each chapter contains a brief glossary of related
terms.

A few style conventions help you navigate the book piece of this kit
efficiently:

v Instructions and names of the files needed to follow along with the step
lists are italicized.

v Website addresses, or URLs, are shown in a special typeface 1ike this.

v Numbered steps that you need to follow and characters you need to
type are set in bold.

Used in conjunction with the tutorial text, the online course that goes with this
kit gives you the tools you need for a productive and self-guided eLearning
experience. Here’s how the course helps you get up-to-speed in Microsoft Word:

v Multimedia-based instruction: After each feature is introduced, you’ll
find plentiful video clips, illustrations, and interactive widgets that show
you how a feature or task works. The course is like having a tutor ready
and willing to show you how a process works as many times as you need
until you're confident in what you've learned. Or if you're pretty com-
fortable with certain parts of Microsoft Word you can breeze past those
parts of the course instead.



Foolish Assumptions

+~ Interactive quizzes and activities: Ample interactive elements enable
you to understand how Microsoft Word works and check what you’ve
learned. Hands-on activities enable you to try working in Word yourself
and receive feedback on what skills you still need to practice.

+* Resources: Throughout the online course, you’ll find extra resources
relevant to what you’re learning.

Foolish Assumptions

For starters, [ assume you need to find out how to use Word (and fast!) and
want to get a piece of this academic action the fun and easy way with Word
2013 eLearning Kit For Dummies.

[ assume you have basic Windows and computer skills, such as starting the
computer and using the mouse.

To get the most out of this kit, you need a Windows computer running Word
2013. That way, you can experience the benefit of the tutorial steps in the
book and the hands-on instruction in the online course.

lcons Used in This Kit

The familiar and helpful For Dummies icons point you in the direction of
really great information that’s sure to help you as you work your way through
this kit. Look for these icons throughout the book and online course:

<\P . . . . . .
The Tip icon points out helpful information that's likely to make your job
easier.

Q‘&N\BEB
& This icon marks an interesting and useful fact— something that you
might want to remember for later.
WG/
vg‘\\

The Warning icon highlights lurking danger. When you see this icon, you
know to pay attention and proceed with caution.
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Sometimes | might change things up by directing you to repeat a set of
steps but with different parameters. If you're up for the challenge, look
for the Practice icon.

Serving as your call to action, this icon sends you online to view web
resources, to complete activities, or to find examples.

In addition to the icons, you also find two friendly study aids that bring your
attention to certain pieces of information:

v Lingo: When you see the Lingo box, look for a definition of a key term or
concept.

v~ Extra Info: This box highlights something to pay close attention to
in a figure or points out other useful information that’s related to the
discussion.

Accessing the Word 2013 eCourse

Your purchase of this eLearning Kit includes access to the online eCourse.
If you have purchased an electronic version of this book, please visit www .
dummies.com/go/getelearningcode to gain your access code to the
online course. If you purchased the paperback book, you find your access
code inside the front cover this book.

Dummies eCourses require an HTML5-capable browser. If you use the Firefox
or Chrome browser, make sure you have the latest version. Internet Explorer
11 is also HTML5-capable.

After you have your access code, goto http://learn.dummies.com to
access the online course.

Beyond the Book

This section is your handy guide to finding all the content that goes with the
book and eCourse, which includes the following:

v Companion files: You can download the companion files that go with
the tutorial steps in this book online at www.dummies.com/go/
word2013elearning.


http://www.dummies.com/go/getelearningcode
http://www.dummies.com/go/getelearningcode
http://www.dummies.com/go/word2013elearning
http://www.dummies.com/go/word2013elearning
http://learn.dummies.com

Where to Go from Here

+* Online articles and extras: If you have questions about Word that you
don’t find answered in this kit, check out the free online articles at
Dummies.com. You can also find help with evolving features that are
related to Word, but that Microsoft is likely to change independently of
Word, such as Microsoft’s cloud storage space (that is, a free service for
storing your files online so you can access them from anywhere).

Where to Go from Here

Now that you're primed and ready, time to begin.


http://Dummies.com

Introduction "
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Getting to Know

Word 2013

v Moving around in a document enables you to view
different parts of the document that may not be
onscreen at the moment. You can use scroll bars,
arrow keys, and keyboard shortcuts in any

combination.

v Changing the onscreen view helps you focus on the
important parts of the document for the task you
want to perform. Each application has its own
unique set of views, as well as a Zoom control.

v Saving and opening documents lets you store your
work for later use and then recall it to the screen
when you're ready to continue. The Save As and
Open dialog boxes share a common look and feel in

all applications.

o

Clipboard &



. How do you start Word?

OPEIN t0 PAZE ..evevinienieieniieiietetestente et eutetetestestesseeseentesentessesaeeneensenes

. How can you find out what a certain button on the Ribbon
is for?

Buttons take a DOW ON PAZE ...c..covueiiiiniiiniieieiiieeieeteetestesiee e sie e

. What is Backstage view?

Peek through the curtain to page......c.cccoooeeiviienniiiiniiiniienieeeeeee,

. After you save a file, how can you reopen the Save As dialog
box so you can save it with a different name?

Boxes bounce back on page..........ccccueeeciiieciiiiieeeeeeeeeee e

. How can you quickly reopen a recently opened document?

RACE OVET 1O PAZE ...ttt

. Is the document area that’s visible onscreen where your
typing appears?

Make an appearance ON PAZE ........ccccveeeveeeereeeieeeneeenrseessseeesseessseesssees

. How do you change the magnification of text onscreen?

ZOOIN OVEY t0 PAGE ..uveeuvirurerierierienienieseeneesseesseessesssesssesssesssesssesseenses



icrosoft Word is a word-processing application that can help
you create many kinds of written documents, including reports,
letters, newsletters, and labels. Word excels at any kind of

text-based task.

Word is part of the Microsoft Office suite. A suite is a group of applications
that are designed to work together and to have similar user interfaces that
cut down on the learning curve for each one.

\P
p The time you spend now learning the Word interface will benefit you

later if you decide to tackle any of the other Office applications.

Starting Word

The most straightforward way to start Word is to select it from the Windows 8
Start screen (or Windows 7 Start menu). You can browse through the list of
programs, or you can start typing the application’s name and then click its
name when it appears.

Depending on how your PC is set up, you may also have a shortcut to Word
on your desktop and/or on the taskbar.

A\ . . , . . .
You can double-click a data file that's associated with Word, but this

method works only after you've created or saved a Word document on
your computer.

When you're finished with Word, you can click
its Close (X) button in its upper-right corner
to exit. If you have any unsaved work, you're
prompted to save it.

Technically, a program can be
any type of software, including
Windows itself, whereas an appli-
cation is a specific type of pro-
gram that performs a useful user
task, such as word processing.

Most nongeeky computer users
don't recognize that distinction,
though, and they use the terms
interchangeably. So does this book.
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Starting Word in Windows &

In the following exercise, you practice opening and closing Word. This exercise is
for Windows 8 users; if you have Windows 7, use the next exercise instead.

Files needed: None

1. In Windows 8, press the Windows key to display the Start screen.

2. Click Word 2013. (Scroll to the right to locate that tile if needed, as in
Figure 1-1.)

The Word application opens.

3. Click the Close (X) button in the upper-right corner of the Word window.
The Word application window closes.

4. Press the Windows key to reopen the Start screen.

5. Type Word.

The Search panel appears, and the Apps list is filtered to show only
applications with “Word” in their names. See Figure 1-2.

Click the Word tile.

1e, distance: However

1, walking can reach... PowerPoint 2013

If you don't see the Word applica-
tion pinned to the Start screen, 1: The Perfect
skip to Step 5 to use a different ke

method of locating it.

DOwW ¥ 15,018.36 -114.78
FTSE 100 A 6,44904 +11 (1
NIKKEI 225 W 14,157.25 -13.24 o “

Finance Outlook 2013

Figure 1-1
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Click Word 2013 in
the search results.

Windows suggests 2013.

Type Word here.

w
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9 Steps, time, distance: However
measured, walking can reach... Word 2013 Q Autocorrect misspelled words

Q Highli led
|I| Tour of Wol
D Tour of Word

Cardinals are villains 1 4
L = Excel 2013

pow ¥ 15,018.36 -114 78
h FTSE 100 A 644904 +1154

— NIKKEI 225 W 14,157.25-13.24
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Reading List Finance Outlook 201z
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Figure 1-2

6. From the list of applications that appears,
click Word 2013.
The Word application opens. If Word.was not pinned to_thg Start
screen in Step 2, before clicking on
Word in Step 6 you can right-click
it and choose Pin to Start to place
a shortcut to Word on the Start
screen for future use. You can
also right-click it and choose Pin
to Taskbar to place a shortcut for
Word on the desktop’s taskbar, so
you don't have to return to the Start
screen to start Word in the future.

Leave Word open for the next exercise.

Figure 1-1 shows the Start screen for Windows 8.1,
which allows you to create named groups for
the tiles on the Start screen. In Figure 1-1, a
group called Microsoft Office 2013 has been
created, and shortcuts to each of the Office
applications have been placed in that group.
Your screen may look somewhat different
depending on whether you have Windows 8.0 or
Windows 8.1 and what groups have been created.
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Starting Word in Windows 7

In the following exercise, you practice opening and closing Word. This exercise is
for Windows 7 users; if you have Windows 8, use the preceding exercise instead.

Files needed: None

1. Click the Start button. On the left side of the Start menu,
shortcuts to recently or frequently
used applications appear. If Word
2. Click All Programs. appears there after Step 1, you
can click it to open the application.
If not, continue to the next step.

The Start menu opens.

A list of all installed applications
appears. Some of the applications are
organized into folders.

3. Click the Microsoft Office 2013 folder.
A list of the Microsoft Office 2013 applications appears.

4. Click Word 2013.
The Word application opens.

5. Click the Close (X) button in the upper-right corner of the Word window.
The Word application window closes.

6. Click the Start button.

7. Type Word.

The Start menu is filtered to show applications that contain those letters
in their names.

8. From the list of applications that appears, click Word 2013.
The Word application opens.

Leave Word open for the next exercise.

Exploring the Word Interface

The Word 2013 interface consists of a tabbed Ribbon, a File menu, a status
bar, window controls, and other common features. In the following sections,
you become familiar with these common elements.
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Exploring the Word Interface

Exploring the Ribbon and tabs

All Office 2013 applications have a common
system of navigation called the Ribbon, which

is a tabbed bar across the top of the application
window. Each tab is like a page of buttons. You
click different tabs to access different sets of but-
tons and features.

New in Word 2013, a Start screen
appears when you start the appli-
cation. To bypass itand goto a new
blank document, you can press Esc
or click one of the templates that
appears (such as Blank document).

In the following exercise, you practice using the
commands on the Ribbon in Microsoft Word.

Files needed: None Hover the mouse over Equation. . .

1. If Word isn’t already open ‘ .. to see its ScreenTip.

from the preceding exercise,
open it. 7 m - x
VIEW Signin
2. Press Esc or click Blank docu- ) Header~ E- - e -
ment to start a new document. 3 Footer~ o 4 - QSymbol-
. . [# Page Number - . -
3. On the Ribbon, click the Insert oge TUmBSIT | Box
Header & Footer Text Symbols S
tab. Insert an Equation (Alt+=)
Buttons for inserting Various " Add common mathematical

a as the area of a circle or the

P, N equations to your document, such
§ () pregn—x

\:. g -
k=0 quadratic fermula.

types of content appear.

—b ++/b? - 4ac | You can also build your own
T 2z | equations using the library of math

The buttons are organized into symbols and structures.
groups; the group names @ Tellmemore

appear at the bottom. For
example, the Pages group is
the leftmost group.

\J

4. In the Symbols group, hover Figure 1-3

the mouse pointer over the
Equation button.

A ScreenTip appears, telling you the but-
ton’s name and purpose and showing a

keyboard shortcut (Alt+=) that you can The Equation Tools Design tab
optionally use to select that command. shown in Figure 1-4 is an example
See Figure 1-3. of a contextual tab. Contextual tabs

appear only in certain contexts,
such as when a particular type of
A new equation box appears in the docu- object is active — in this case, an
ment, and the Equation Tools Design tab equation box.

appears on the Ribbon. See Figure 1-4.

5. Click the Equation button.
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Equation box

BHS 0% - Document] - Word EQUATION TOOLS 7 ®m - 5 X
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MALNGS  REVIEW  VIEW DESIGN signin [

€% Professional EY X n X & {0}Bracket~ % Limitand Log~
T Greee [EEE CILEE ] |y e*vx [, § Oper Smondts
EO e Normal Text

~ ~ Hraction Script Radical Integral  Large .
E‘ I; - e ? Dpe,agm,, i Accent~ [H] Matrix -

Tools ] Symbols Structures

o *

! Type equation here. l

Figure 1-4

6. Press Delete to remove the equation box.
The Home tab reappears.

7. Click the Insert tab again, and in the Header & Footer group, click the
Header button.

A menu opens. See Figure 1-5.

B H S R Document1 - Word ? =@ - x

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Sign in
Bj Cover Page~ El r‘f) T2 Smartart ’ E‘ﬂ Y \J [ Hmw 2= E-[¥- T Equation ~
| AS
[ Blank Page . o < 0l Chart e S Built-in
. Table  Pictures Online Shapes Appsfor Online  Links  Comment
"= Page Break - Pictures =  @wScreenshot~  ogfces  video | ” Blank
Pages Tables INustrations Apps Media Comments

Blank (Three Columns)

You can tell the Header button i
opens a menu because the button
has a down-pointing arrow on it.
Banded
[ More Headers from Office.com b

[ Edit Header
[% Remove Header

PAGE1OF1 o0WoORDs [%

Figure 1-5
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8. Click away from the menu to close it without making a selection.
9. In the Illustrations group, click SmartArt.

The Choose a SmartArt Graphic dialog box opens. See Figure 1-6.

; ~
f=] et
BBl e == — i
o8 Process = o) o= P
b Cycle =
=== § B
B Hierarchy - |
= B
B Relationship
& Matix = B
Pyramid I
é yram Basic Block List
] Picture Q,Q, @18 c-e-o- O @ @ Use to show non-sequential or grouped
@ Officecom g [ B R i blocks of information. Maximizes both
horizontal and vertical display space for
shapes.
e g E25 OER
— OO0 e
Figure 1-6

10. Click Cancel to close the dialog box without creating a graphic.
11. Click the Home tab, and in the Font group, click the Bold button.
The Bold attribute is toggled on. See Figure 1-7.

Bold button
BEHSF 04 = Document - Word ? @ - x
HDME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS — REVIEW  VIEW signin [
X P P i Find -
- - R VO A
B [E“h”(s""ﬂ [ | & & A 2 =% [ EE N T pasbeond assbeene AaBbCt AaBbCcl . Reploce
E - waC
Pﬁ_m - I U-abex, X A-F-A- =S=== [=- b~ - TMNormal | TNoSpac.. Heading1  Heading 2 E ' Select~
Clipboard I Font iF] Paragraph ] Styles iF} Editing ~
Figure 1-7

12. Type your first name.
Your first name appears in bold.

13. Click the Bold button again.
The Bold attribute is toggled off.

14. Press the space bar, and then type your last name.
Your last name does not appear in bold.

In the Paragraph group, notice that the Align Left button is selected.
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15. Click the Center button in the
Paragraph group.

Your name is centered horizontally on
the page. See Figure 1-8.

\P
) The paragraph alignment buttons are a

set; when you select one, the previously selected button is deselected.

Center button

Centered text

The Align Left, Center, Align Right,
and Justify buttons operate as a
set to select horizontal alignment.

BHS 0&- - Docurfent! - Word 7 @m - & X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Signin
‘“A A Aa- el Bl 91 | aaocepe| AaBbeebe AZBDC( AsBhCeD ;H’::dh;

pajte ¢ B I U-amx,x A-¥-A - . TMormal | TNoSpac.. Headingl Heading2 |- H[;(m:(tv

Clipboard & Font n Paragraph [ Styles . Editing -~

2|
Lois Lowe|

Figure 1-8

16. Click the Undo button on the Quick Access Toolbar.

See Figure 1-9. The last action is undone, and the paragraph alignment
goes back to left alignment.

Undo button Dialog box launcher for the Paragraph group

BHEHS 24 = Document! - Wejrd 7 @ - x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Signin
AA A Aa- Bl &l AaBbCcD< | AaBbCeDe AaBbC( AaBbCcl

«| | TNomal | TNoSpac.. Heading1 Heading2

o Find -
¢ Replace
| Iy select~

Editing

Pﬂ_m ¢ B I U-axx.x A-¥-A- =

Clipboard & Font ™ Paragraph i Styles &

Figure 1-9




17. Click the dialog box launcher
button (shown in Figure 1-9) in
the bottom-right corner of the
Paragraph group.

A Paragraph dialog box opens.
See Figure 1-10.

18. Click Cancel to close the
Paragraph dialog box.

19. If the Word window is maxi-
mized, click the Restore
button in the upper-right
corner so that the window is
resizable.

See Figure 1-11.

20. Note the buttons available in
the Editing group on the Home
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Indents and Spacing | Line and Page Breaks

General

Alignment: Left v
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Indentation
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Spacing

Before: Opt = Line spacing: At
After: gpt 5 Multiple v| 108
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Preview
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Figure 1-10
Restore button
BHS &&= Document1 - Word 7 @ - x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Signin
- == 8 i Find -
. Calibri (Body) =2 2T | pambcene] AsBbeeD: AaBbCt AaBbCcl & Replace
i: M wac
Pﬂj‘* ¢ B I U- ==== =- b TMNormal | TNoSpac.. Heading1 Heading2 E I3 Select -
Clipboard & Font ™ Paragraph [ Styles n  Editing -~

Figure 1-11

21. Drag the right border of the Word window toward the left, decreasing
the size of the Word window until the Editing group collapses into a

single large button.

See Figure 1-12.

Editing group collapsed

B HS &4 - Dacument! - Ward ? - 8 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Signin
§ ‘Calibr\ Bocy) ~ |11 '| g S Iy == AaBbCcDe AaBbCeDe AaBhCe #
Pavste I\; :; 'Iaygv :A.a"f :; v’ A?'Av .8l *:{; TNormal = TNoSpac.. Heading 1 ’g Ed'Emg
Clipboard Font [F] Paragraph [F] Styles [F] L3

Figure 1-12
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22. Click the Editing button.

The menu that opens contains the buttons
that were previously available from the
Editing group. See Figure 1-13.

23. Drag the right border of the Word window
toward the right until the Editing group is
expanded again. Click the Maximize button
(second of the three buttons in the win-
dow’s upper-right corner) if you want to
maximize the window.

Leave Word open for the next exercise.

Understanding the File menu

? - 0 X
IEW VIEW Sign in
, ~ %
AaBbC(
Heading1 |+ EdiEg
[F] -~
# Find ~
24 Replace
D; Select -
Editing
Figure 1-13

Clicking the File tab opens the File menu, also known as Backstage view.
Backstage view provides access to commands that have to do with the data
file you’re working with — things like saving, opening, printing, mailing, and
checking its properties. To leave Backstage view, click some other tab or

press the Esc key.

In the following exercise, you practice using the File menu.

Files needed: None

1. If Word isn’t already open from the preceding exercise, open it, and
then press Esc to display a new blank document.

2. Click the File tab on the Ribbon.

The File menu opens. Categories of commands are listed at the left.

a\\S

The category that appears by default depends on whether any changes
have been made to the blank document that opens by default when the

application starts.

3. Click Open if that category doesn’t already appear by default.

This category provides shortcuts for reopening recently used files. See

Figure 1-14.
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Figure 1-14

4.

5.

6.

7.

8.

Click the Info category and examine the commands available.

This category provides commands for permissions, sharing, and ver-
sions, as well as basic information about the file itself.

Click the Manage Versions button.

This button opens a menu of additional commands. See Figure 1-15.

Click away from the menu without choosing
a command from it.

The menu closes.

Click the New category.

Buttons appear for creating a new document

based on a variety of templates.

Click the Print category.

Versions

] There are no previous versions of this file.

Recover Unsaved Documents
Browse recent unsaved files

'_BI Delete All Unsaved Dacuments
X! Delete all recent copies of
unsaved files

Figure 1-15

Buttons appear for printing the active

document.
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9. Click the Share category.

Buttons appear for saving and distributing the active document in differ-
ent formats.

10. Click the Export category.
Options appear for getting help with the application.
11. Click Close.

The active document and Backstage view close. If prompted to save
your changes, click Don’t Save. Word remains open.

12. Close the Word Application by clicking the Close (X) button in the
upper-right corner of the window.

Creating Your First Document

When you start Word, a new blank document appears automatically, as you
saw in the section “Starting Word.” Just press Esc at Word’s Start screen to
access the new blank document. You can begin creating new content in this
document and then save your work when you’re finished. Alternatively, you
can open an existing document or start a different type of document using
one of Word’s templates.

After starting a new document, you type or insert content into it. Documents
can contain text, graphic objects, or a combination of the two. You can use
many types of graphic objects, such as photos, clip art, drawings, diagrams,
and charts. You learn about these object types in Chapter 8.

Starting a new blank document

In the following exercise, you start two new Word documents using different
methods.

Files needed: None

1. Start Microsoft Word 2013 using any method you like.

The Start screen appears. Icons for various template types appear. See
Figure 1-16.
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Figure 1-16

2. Click Blank document.

A blank document appears.

3. Press Ctrl+N to start another new blank document.

You can tell it is a different blank document because the name in the title

bar changes.

4. Choose File=>Close to close one of the blank documents. Leave the

other one open.

Leave Word and the blank document open for the next exercise.

Typing text

You can type any text you like into a Word document, creating various doc-
ument types from posters to dissertations. Just click in the large blank area
in the center of the Word window and begin typing.
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In the following exercise, you place text into a
Word document.

Files needed: None

1. If Word is not already open from the
previous exercise, start Word and
press Esc to access the new blank
document.

2. Type ACME Engineering, press Enter to
start a new paragraph, and then type
Making smart engineering decisions
since 1962 (see Figure 1-17).

Text that you type appears at the
insertion point, which is a blinking
vertical line that marks the active
location. After you type some text,
you can move the insertion point
around within the text by click-
ing the mouse or by pressing the
arrow keys on the keyboard.

B H S O&- - Docurments - Word
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW

Calibri (Body) ~[11 ~| A" A Aa- f Z-i=-%- &&= 5 €

Pﬂjta o B I U-aex,x A-¥.A-

Clipboard & Font ] Paragraph ]

ACME Engineering

Making smart engineering decisions since 1962|

VIEW

AaBbCcDe AaBbCeDe AaBbCc AaBbCcl
Normal | 1TNoSpac... Heading1 Heading2 [<| g

T B - x
Lois Lowe ~

i Find -

~| 25 Replace

Styles m Editing “

Figure 1-17

3. Press Enter to move the insertion point to the next line, and then
press the up-arrow key once to move the insertion point back into the

text you typed.

The insertion point appears

Insertion point

at the beginning of the word

Making. ACME Engineering

4. Press the right-arrow key Making smart engineering decisions since 1962

until the insertion point

appears between 6 and 2 (see
Figure 1-18), and then press the
Backspace key to delete the 6.

WMBER
“&
&

left of the insertion point.

Figure 1-18

If no text is selected, pressing Backspace removes the character to the



é‘,\“

Creating Your First Document

5. Type 7 and then press the left-arrow key once.
The insertion point moves to the left of the 7.

6. Press the Delete key to delete the 7.

SMBER

23

If no text is selected, pressing Delete removes the character to the right

of the insertion point.

7. Type 6.

The date once again appears as 1962.

Leave the document open for the next exercise.

The preceding steps walk you through the basics of typing text. In Chapter 2,

you explore typing and editing text in more detail.

Inserting a picture

One of the most common graphic types is a
picture from file (a picture that’s saved as a sepa-
rate file outside of Word). You can get pictures
from the Internet, from friends, or from your
own scanner or digital camera.

In the following exercise, you place a graphic into
a Word document.

Files needed: 01Graphic01. jpg

1. Start with the Word document open from
the preceding exercise.

Word supports a wide variety of
picture formats. Some of the most
common formats include JPEG,
TIF, GIF, BMP, and PNG. Those are
file extensions. Most filenames
include a period (.) followed by an
extension, a code that indicates
the file's type. Extensions are cus-
tomarily three characters long,
but do not have to be.

If you didn't do the preceding exercise, go back and complete it now.

2. Click below the second paragraph to move the insertion point there.

3. Click the Insert tab on the Ribbon and click the Pictures button.

The Insert Picture dialog box opens.

4. Navigate to the folder containing the data files for this chapter and

select 01Graphic0l. jpg.
See Figure 1-19.
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Figure 1-19

5. Click the Insert button.

The picture is inserted in the document at the insertion point position.

\P . . .
) The picture appears very large — larger than you might want it to be.

Chapter 8 covers resizing a picture. In the meantime, you can drag a
corner of the picture to resize it.

Leave the document open for the next exercise.

Saving and Opening Documents

Word can create, open, and save documents that contain the text, graphics,
and other content you have entered into Word. If you don’t save your work,
whatever you've entered disappears when you close the application or turn
off your computer.

Throughout the rest of this book, many of the exercises begin with an instruc-
tion to open a particular data file and end with an instruction to save it; when
instructed to do those things, you can refer back to this section for help as
needed.
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Saving a document for the first time

As you work in Word, the content you create is stored in the computer’s memory.
This memory is only temporary storage. When you exit the application or
shut down the computer, whatever is stored in memory is flushed away
forever — unless you save it.

The first time you save a file, Word prompts you to enter a name for it in the Save
As dialog box. You can also choose a different save location and/or file type.

When you resave an already saved file, the Save As dialog box doesn’t reap-
pear; the file saves with the most recent settings.

\‘&N\BEH
& If you want to change the settings (such as the location or file type) or
save under a different name, choose Filer>Save As to make the Save As

dialog box appear.

Word saves its documents in a Word Document (. docx) format, by default,
but it can also save in other formats for compatibility with other applications
or for special uses. Two of the most common alternative file formats are

1 Macro-enabled files: If you need to store macros in a Word document,
you can save it in Word Macro-Enabled Document (. docm) format.

v Word 97-2003: Word includes a file format
for backward compatibility with earlier

versions of the application (versions 97 Macros are recorded bits of code
through 2003; the file format for Word 2007 that can automate certain activi-
and 2010 is identical to that of Word 2013, ties in a program. For example,
so you don’t need a special format for back- a macro can record keystrokes
ward compatibility with those versions). for performing a task that needs
Some minor functionality may be lost when to be repeated over and over,
saving in the 97-2003 format. The file exten- saving the user time. However,
sion for it is . doc, and it does not have macros can also carry viruses.
macro-enabled and non-macro-enabled The default Word format doesn't

variants; all are macro-enabled. support macros for that reason.
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In this exercise, you save a document in Word several times with different
names and file types.

Files needed: None
1. Start in the document you created in the previous exercise, but have
not saved yet.
2. Choose Filer>Save.

The Save As screen of Backstage view appears. Note that your SkyDrive
is the default location selected under the Save As heading. In this exer-
cise, however, you will save to your local computer.

3. Click Computer.

A list of recently used folders on your local computer appears. See
Figure 1-20.

4. Click Browse.

The Save As dialog box opens, showing the default local location (prob-
ably your Documents library).

5. In the File Name box, type 01ACME.
See Figure 1-21.

Documen 1 - Word 7 - 3
Lois Lowe =
& Lois Lowe's SkyDrive EI‘;I Computer
Recent Folders
T Documents
EI‘;I Computer
Desktop
o= Addaplace
Browse

Figure 1-20
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6. Click Save.
The file is saved. The file’s name appears in Word’s title bar.

Note: If you do not see the . docx extension, Windows may be set up to
hide file extensions. That’s okay; you don’t need to see the file extensions
here. If you want to see them anyway, in Windows 8 open a File Explorer
window, and on the View tab, mark the File Name Extensions check box.
Or, if you have Windows 7, from Windows Explorer open the Tools menu
and choose Folder Options. In the dialog box that appears, click the View
tab and clear the Hide Extensions for Known File Types check box.

N

In the document, click the picture to select it, and then press the
Delete key to remove it.

8. On the Quick Access Toolbar, click the Save button.

See Figure 1-22. The changes to the docu- Save button
ment are saved. |

- O &~ =
HOME | INSERT  DESIGN  PAGELAYOUT
" |calibri @ody) <[11 <] A A7 Aa- Ao

B
v B I U-akcx, X A-¥-4p-

9. In the document, drag across the words
ACME Engineering to select those words,
and then press Ctrl+B to bold them.

Press Ctrl+S.

Paste

Clipboard fa Font [0

Figure 1-22

10

The changes are saved.

11. Drag across the last sentence to select it, and then press Ctrl+I to
italicize it.
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12. Choose Filer>Save As, and click the Browse button.
The Save As dialog box opens.
13. In the File Name text box, change the filename to 01ACME-Compatible.
14. Click the drop-down list to the right of Save As Type.
A menu of document types opens.
15. Select the Word 97-2003 Document option.
See Figure 1-23.
16. Click Save.

The document is resaved with a different name and a different file type.

Leave the document open in Word for the next exercise.

Lois Lowe ~
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[ Control Pan
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Figure 1-23
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Navigating in the Save and Open dialog boxes

Word 2013 uses the current Windows user’s SkyDrive as the default storage
location. SkyDrive is a cloud-based online storage area hosted by Microsoft.
Anyone who registers for the service, or who logs into Windows 8 with a
Microsoft ID, is given a certain amount of free storage space, and can pur-
chase more. For more information about SkyDrive, see Appendix A.

You can also save your files locally, where the default location is your
Documents library, as it was with Office 2010. In Windows, each user has his
own Documents folder (based on who is logged into Windows at the moment).

New in Office 2013 applications, when you choose Filer>Save As, a dialog box
does not open immediately. Instead, a Save As screen in Backstage view
opens, prompting you to choose an overall save location, either your
SkyDrive or your Computer or some custom location you might have set up.
Only after you make that choice does the Save As dialog box appear.

To understand how to change save locations, you

should first understand the concept of a file path.

Files are organized into folders, and you can have

folders inside folders. For example, you might have
v A folder called Work

1 Within that folder, another folder called Job
Search

v Within that folder, a Word file called
Resume.docx

The path for such a file would be

C:\Work\Job Search\Resume.docx

If you want the Save As dialog
box to appear immediately when
you choose File=>0ptions, click
Save, and mark the Don’t Show
the Backstage When Opening or
Saving Files check box.

When you change the save location, you’re changing to a different path for
the file. You do that by navigating through the file system via the Save As
dialog box. The Save As dialog box provides several different ways of navigat-

ing, so you can pick the one you like best.

In this exercise, you experiment with several ways of changing the save location

in the Save As dialog box.

Files needed: None

1. In Word, with the document still open from the previous exercise,

choose Filer>Save As.
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2. Click Your Name’s SkyDrive or Computer, depending on which loca-
tion you want to save your work from the exercises in this book.

See Figure 1-24.
3. Click Browse.

The Save As dialog box opens.

4. Change the Save As Type setting to Word Document (*.docx) if it is
something different.

5. Change the filename to 01ACME-Copy.

6. Scroll through the navigation bar to see the available locations for
saving files.

See Figure 1-25.

7. In the navigation bar, click This PC (if using Windows 8.1) or
Computer (if using Windows 7 or 8.0).

A list of drives appears. If you are using Windows 8, some folders may
appear above the drives, so you may need to scroll down to see the drives.

01ACME-Compatible.doc [Compatibility Mode] - Word 7T - 8 X

Lois Lowe ~

Save As

o LoisLowe's SyDrive N @& Lois Lowe's SkyDrive

Recent Folders
EI‘:I Computer ® Word Project 2 Solution Files
A m

Lois Lowe's SkyDrive » Canadian » Word Project 2 Solution Files

® Word Project 2 Data Files
+ Add a Place Lois Lowe's SkyDrive » Canadian » Word Project 2 Data Files

® Word Project 1 Solutions
Lois Lowe's SkyDrive = Canadian » Word Project 1 Solutions

® Word Project 1 Data
Lois Lowe's SkyDrive » Canadian » Word Praject 1 Data

® Lois Lowe's SkyDrive

Account

@

Options Browse

Figure 1-24
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Figure 1-25

8. Double-click the C: drive.
A list of folders on the C: drive appears.

9. Scroll in the navigation bar to locate the Documents shortcut and
double-click it.

If you don’t see a Documents shortcut, double-click This PC (in
Windows 8.1) or Libraries (in Windows 7 and Windows 8.0) and
Documents should appear below it.

The Documents folder’s content appears.

10. Right-click an empty spot in right pane of the dialog box, point to New,
and click Folder.

A new folder appears, with the name highlighted, ready for you to
name it.

11. Type Dummies Kit and press Enter to name the folder.

You've just created a folder that you can use to store all the work that
you do for this eLearning Kit. See Figure 1-26.
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12. Double-click the Dummies Kit folder to open it.

13. In the Address bar, click the right-pointing arrow to the left of
Dummies Kit.

Alist of all the other folders in the Documents folder appears.

\
) In the Address bar, the parts of a path are separated by right-pointing tri-

angles rather than by slashes. You can click any of the triangles to open
a drop-down list containing all the subfolders (that is, the folders within
that folder).

14. Click any folder on that list to switch to that folder.
15. In the Address bar, click Documents.
The Documents folder reappears.

16. In the Address bar, click Libraries. Or, if Libraries does not appear
(and it might not if you have Windows 8.1), click This PC.

A list of libraries or default user folders appears: Documents, Pictures,
Music, and Videos. See Figure 1-27.
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Note: In Windows 8.1, libraries are available but not shown by default.
To display the Libraries list in the navigation bar in Windows 8.1, right-
click an empty area of the navigation bar and choose Show Libraries.
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Figure 1-27

17. In the navigation bar, click Desktop.
You can save directly to your desktop by saving to this location.

18. In the navigation bar, click Documents and then double-click
Dummies Kit.

The Dummies Kit folder reappears.

19. In the File Name text box, type Chapter 1 Practice.
See Figure 1-28.

20. Click Save.

A message appears that your document will be upgraded to the newest
file format. This happens because, in an earlier exercise, you saved this
file in Word 97-2003 format, and it is still in that format.
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21. Click OK to save the file.

22. Choose Filer>Close to close the document without exiting Word.

Opening a document

When you open a file, you copy it from your hard drive (or other storage
location) into the computer’s memory, where Word can access it for viewing
and modifying it.

The Open dialog box’s navigation controls are almost exactly the same as
those in the Save As dialog box, so you can browse to a different storage loca-
tion if needed.

N3 . . :
If you want to reopen a recently used file, there’s an even quicker way

than using the Open dialog box. Choose Filez>Open and then click the
file's name on the Recent Files list.
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In this exercise, you open a saved file.

Files needed: Any saved Word document, such as the Chapter 1 Practice file you
save in the previous exercise
1. In Word, choose Filez>Open.

2. Click either Your Name SkyDrive or Computer, depending on where
you chose to save in the previous exercise.

3. Click Browse.

The Open dialog box appears. The location shown is the Dummies Kit
folder because it was the last folder you accessed during this session.

4. Click Chapter 1 Practice.
See Figure 1-29.
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Figure 1-29

5. Click Open.

The file opens in Word.
6. Choose File=>Close to close the document without exiting Word.
7. Choose Filec>Open.

A list of recently opened files appears on the right side of the screen.
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8. Click Chapter 1 Practice.
That file reopens.

9. Choose File=>Close to close the document again.

Recovering lost work

Computers lock up occasionally, and applications crash in the middle of
important projects. When that happens, any work that you haven’t saved is
gone.

To minimize the pain of those situations, Word has an AutoRecover feature
that silently saves your drafts as you work, once every ten minutes or at
some other interval you specify. These drafts are saved in temporary hidden
files that are deleted when you close the application successfully (that is,
not abruptly because of a lockup, crash, or power outage). If the application
crashes, those temporary saved files appear for your perusal when the pro-
gram restarts. You can choose to do either of the following:

v Save them if their versions are newer than the ones you have on your
hard drive.
v Discard them if they contain nothing you need.

In this exercise, you change the interval at which Word saves backup drafts for
AutoRecouver.

Files needed: None

1. In Word, choose File>Options.
The Word Options dialog box opens.
2. Click the Save category on the left.

3. Make sure that the Save AutoRecover Information Every xx Minutes
check box is selected.

4. If desired, change the value in the Minutes box to another number.
For example, to save every five minutes, type 5 there. See Figure 1-30.
5. Click OK.

Leave Word open for the next exercise.
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Set the AutoRecover interval.
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Figure 1-30

Moving Around

As you work in Word, you may add so much content that you can’t see it all
onscreen at once. You might need to scroll through the document to view dif-
ferent parts of it. The simplest way to scroll through a document is by using
the scroll bars with your mouse.

@“\NG!
S Scrolling through a document with the scroll bars doesn’t move the

insertion point, so what you type or insert doesn’t necessarily appear in
the location that shows onscreen.

You can also get around by moving the insertion point. When you do so, the
document view scrolls automatically so you can see the newly selected loca-
tion. You can move the insertion point either by clicking where you want it or
by using keyboard shortcuts.
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Moving with the mouse

Here’s a summary of the available mouse movements:

v Click a scroll arrow to scroll a small amount in that direction.

v Click above or below the scroll box to scroll one full screen in that direc-
tion if the document is tall/wide enough that there’s undisplayed content
in that direction.

v Drag the scroll box to scroll quickly in the direction you're dragging.
Now practice these skills in the following exercise.
In the following exercise, you move around in a Word document via the mouse.
Files needed: Chapter 1 Syllabus.docx
Bottom scroll arrow

1. In Word, open Chapter 1 Syllabus and save on vertical scroll bar
it as Chapter 1 Syllabus Practice. |

2. Click the bottom scroll arrow on the verti-
cal scroll bar three times.

they relate to

(ABET h) 7

Each time you click, the display scrolls down
a small amount. See Figure 1-31.

Figure 1-31
3. Click once below the scroll box.

The display scrolls down one screenful.
4. Drag the scroll box up as high as it will go.
The top of the document comes back into view.

5. Click and hold down the mouse button
on the top scroll arrow.

The bottom of the document comes The size of the scroll box is an indi-
into view. cator of how much of the docu-

mentis undisplayed atthe moment.

Leave the document open for the next exercise.

Moving with the keyboard

Here’s a summary of the ways you can move around in a document via the
keyboard:

v Press an arrow key to move the insertion point in the direction of the
arrow. The up- and down-arrow keys move one line, and the right- and
left-arrow keys move one character.
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v Press the Page Up or Page Down key to scroll one full screen in that direction.
v Press the Home key to move to the left side of the current line.

v Press the End key to move to the right side of the current line.

v Press Ctrl+Home to move to the beginning of the document.

v Press Ctrl+End to move to the end of the document.
Now practice those skills in the following exercise.
In the following exercise, you move around in a Word document via the keyboard.
Files needed: Chapter 1 Syllabus Practice.docx, open from the preceding exercise

1. In Chapter 1 Syllabus Practice, press Ctrl+Home.
The insertion point moves to the beginning of the document.
2. Press the right-arrow key on the keyboard twice.
The insertion point moves two spaces to the right.
3. Press the down-arrow key twice.
The insertion point moves two lines down so that it is in the Description
paragraph. See Figure 1-32.

Insertion point

CIT 233
Computer Hardware/Software Architecture

This course presents a detailed investigation of computer hardware and software. Looking at
hardware and software components along with several operating systems, students should
enhance their knowledge of the interrelations between these components. In addition,
through the use of programming examples, the student will learn about the structure of the
microprocessor and microcomputer basics and gain detailed knowledge of computer
components and their functions. By the end of the course, students will be able to identify,
describe, and discuss the concepts of computer structure, architecture, and performance.
Students will alse apply knowledge gained in discussing and solving problem-based
scenarios.

Figure 1-32

4. Hold down the Ctrl key and press the down-arrow key.

The insertion point moves to the beginning of the next paragraph.
5. Hold down the Ctrl key and press the right-arrow key.

The insertion point moves to the next word in the paragraph.
6. Press the Home key.

The cell cursor moves back to the beginning of the paragraph.
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7. Press the Page Down key.

The page scrolls down one screenful. (The exact amount depends on
your screen size.)

8. Press Ctrl+Home.

The cell cursor moves back to the top of the document.

Leave the document open for the next exercise.

Changing the Onscreen View

Word has multiple viewing modes you can switch among to make it easier to
do different kinds of writing and editing. For example, Word’s Outline view
is optimal for creating outlines, and Full Screen Reading view works well for
reading long documents on a computer monitor.

In addition, Word has Zoom commands that can make the text and graphics
appear larger or smaller onscreen while you work.

‘x&N\BEB
& Zooming has no relationship to the size of the text or graphics when they
print; it affects only the onscreen view.

Changing views

The default view in Word is Print Layout; it displays a document very similarly to
the way it will print, including all graphics, multicolumn layouts, and page breaks.

The alternatives to Print Layout view are

+* Read Mode: A view designed to optimize readability onscreen.

1 Web Layout: A view designed to mimic web content; use this view to see
how your document might look if saved in web format.

v Outline: A hierarchical view in which each heading level is a level in an
outline, and body text can optionally be hidden.

v~ Draft: A simple text-only view that hides most graphics and ignores
multi-column layouts and page headers and footers.

In this exercise, you explore the available views in Word.



Changing the Onscreen View

Files needed: Chapter 1 Syllabus Practice.docx, open from the preceding

exercise

1. In Chapter 1 Syllabus Practice, click the View tab.

Buttons for each of the available views appear on the Ribbon. See

Figure 1-33.
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Figure 1-33

2. Choose ViewroRead Mode.

The display changes to show the document in an easy-to-read layout.

See Figure 1-34.

Menu bar
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Computer Hardware/Software Architecture

problem-based scenarios.

CPUs and Assembly language
Motherboards

Memory

Storage devices

1/0 and multimedia devices

Installing new hardware

Boot processes and command line usage
Managing and supporting Windows XP

This course presents a detailed investigation of computer hardware and software. Look-
ing at hardware and software components along with several operating systems, stu-

dents should enhance their knowledge of the interrelations between these components.
In addition, through the use of programming examples, the student will learn about the
structure of the microprocessor and microcomputer basics and gain detailed knowledge
of computer components and their functions. By the end of the course, students will be
able to identify, describe, and discuss the concepts of computer structure, architecture,
and performance. Students will also apply knowledge gained in discussing and solving

This is an online course requiring substantial independent lab work on your own. Stu-
dents will participate in peer discussions, communicate with the instructor, and take tests
via OnCourse. Students will be responsible for completing assigned activities from the lab
book on their own. Lab books will be collected for grading at the end of the semester.
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3. Click the View command on the menu bar at the top of the screen and
click Edit Document on the menu that appears to return to normal

viewing.
4. Choose View>Web Layout.

The display changes to show the docu-
ment in a margin-less layout that resem-
bles a web page.

5. Choose View=>Draft.

The display changes to show the docu-
ment in Draft view.

6. Scroll through the document in Draft view.

<MBER

Draft view shows the text in a very
basic format, without multiple col-
umns, headers/footers, or other
layout elements.

Page breaks are indicated by dotted lines, as shown in Figure 1-35.

Page break line

O 2 O&- - Chapter 1 Syllabus.docx [Compatibility Mode] - Word
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Define and explain computer hardware/software failures. (ABET &)

Evaluate and determine valid solutions for hardware/software failures. (ABET h)

Demonstrate successful ir ion of p hardware p (ABET h)

Demonstrate problem-solving skills as they relate to computer architecture. (ABET h)

Exams are all open-book and time-limited. Exams will be given via OnCourse. The final exam
is given during exam week but is not comprehensive.

Lab work will be completed on your own, and documented in your lab book. Lab books will be
turned in at the end of the semester for grading. Lab work is worth over a third of your
total grade, so it is very important! It is your responsibility to make sure you have the
needed hardware, software, and tools to complete all labs. Most labs are self-explanatory
and can be completed by anyone, regardless of prior experience, by reading the textbook.
You are expected to complete labs using legible handwriting and good grammar and spelling.
If handwriting is difficult for you or you have bad handwriting, you have the option of typing
your lab responses and submitting the printouts instead of submitting a lab book at the end
of the semester. If you choose this option, all printouts must be well-labeled so that it is
obvious which lab and which steps you are documenting in all cases.

This course requires a written research paper about an emerging technology topic relating to
PC hardware or software. Requirements for length and topic will be provided separately to
this svllabus.
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This course requires students to write a simple program in Assembly language. Prior
programming experience is not required; the lesson provided will teach you everything you
need to know. However, previous experience with programming in general, such as in CIT
140, will make it easier.

Each week, discussion questions will be posted in QpCourse. Students are expected to
participate regularly in message board conversations. At the end of the semester, students
will be evaluated on both quantity and quality of message board posts. Generally speaking, to
receive full credit for class participation, you should plan on posting or replying with at least
three (3) substantive posts per week. These posts can include replying to discussion
questions, asking questions, and helping other students.

Late Work
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Figure 1-35
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Changing the Onscreen View

7. Choose View=Outline.

The display changes to show the document in Outline view. An Outlining
tab appears on the Ribbon. This document doesn’t outline very well
because no headings have been set up in this document yet.

8. Choose Outlining~>Close Outline View.

The display returns to Print Layout view.

ms as they i\~

9. Hover the mouse over the Web Layout

button on the status bar. Figure 1-36

The status bar is the blue bar at the bottom

of the Word window. A ScreenTip appears

indicating it is the Web Layout button. See Several of the views have an equiv-
Figure 1-36. alent button on the status bar for

quick view changes, so you don't
have to open the View tab each
time you want to change the view.

10. Hover the mouse over each of the other
view buttons on the status bar to see
their names.

Leave Word open for the next exercise.

Zooming in and out

Zooming changes the magnification of the data shown onscreen. Zooming
doesn’t change the magnification of the application window itself (for exam-
ple, the Ribbon), and it doesn’t change the size of the data on printouts.

§“v‘,\l\m:'l?
& Zooming in increases the magnification, and zooming out decreases it.

In this exercise, you explore the Zoom feature in Word.

Files needed: Chapter 1 Syllabus Practice.docx, open from the preceding

exercise
1. In Chapter 1 Syllabus Practice, drag the Zoom slider
Zoom slider all the way to the right.
The Zoom slider is located in the bottom- & &
right corner of the Word window. The Figure 1-37

zoom level increases to 500 percent. See
Figure 1-37.
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2. Drag the Zoom slider to the left, so that the zoom setting is 50%.

When the zoom maghnification
decreases to 50%, the docu-
ment’s two pages appear side by

Side () Page width () Many pages:
’ () Text width
3. Click the plus sign at the right O Whoe page =
end of the Zoom slider. Percent: [ss% |2
. . Preview
The zoom increases slightly. ASBbCCDdERIYyzE
4. Click the minus sign at the left A2BbCCDAEEXXYYZZ
end of the Zoom slider. AaBbCCDAEeXNYYZz
The zoom decreases slightly. AaBbCcDdEeXxYYZ2
—— AaBbCrDAERY T2

5. Click the current zoom percent-
age (the number to the right of —
the Zoom slider).

Figure 1-38
The Zoom dialog box opens. See
Figure 1-38.

\
) You can also open the Zoom dialog box by clicking the View tab on the

Ribbon and clicking the Zoom button.

6. In the Zoom dialog box, select 100% and then click OK.
The zoom changes back to 100 percent (the default).

7. Close the document. Do not save changes if prompted.

Exit Word.

Summing Up

In this chapter, you explored the Word interface. You learned how to start
and exit Word, move around in a document, create and save your work, and
adjust the view.

v The Ribbon File tab takes you to Backstage view, where you can manage
files.

v Word starts a new, blank document when it opens, and displays a Start
screen on top of it. You can bypass the Start screen and access the new
blank document by pressing Esc.



45

Summing Up

v To enter text in a document, click where you want to place the text; doing
so moves the insertion point to the place where you click. Then type.

v To insert a picture, click the Insert tab on the Ribbon and then click the
Picture button.

v Scroll bars enable you to scroll to different parts of a document. You
can also move around by clicking where you want to go or by using the
arrow keys to move the insertion point.

v To save your work, choose Filec>Save, press Ctrl+S, or click the Save
button on the Quick Access Toolbar.

v To open a file, choose Filer>Open. You can also select a recently used file
from the Recent section of the File menu’s Open category.

» You can switch among views on the View tab.

v The Zoom feature increases or decreases the magnification of the data
displayed onscreen. Use the Zoom slider and controls in the lower-right
corner of the application window.

Try-it-yourself lab
For more practice with the features covered in this chapter, try the following
exercise on your own:
1. Start Word and, in the new document that appears, type Grocery List.

2. Press Enter to start a new paragraph and then type a grocery shop-
ping list of at least six items, pressing Enter after each one.

3. Save the file as Chapter 1 Grocery List in the Dummies Kit folder you
created earlier and close Word.

Know this tech talk

application: A program that performs a useful user task, such as creating
a word-processing document or calculating a number.

Backstage view: The section of Word that appears when the File menu
is open. It contains commands for working with files, setting program
options, importing, exporting, and printing.

document: A data file in a word-processing program. Can also refer gener-
ically to any data file.

file extension: The code following the period at the end of a filename,
indicating the file’s type.
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folder: An organizing container on a hard drive in which to store files.

insertion point: A flashing vertical line indicating where text will be
inserted when you type.

scroll bar: A bar along the right and/or bottom side of a window that can
be used to change the viewing area.

scroll box: The movable box inside the scroll bar.
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Creating a Word

Document
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v~ Starting new documents based on templates can
save time and provide guidance as to what content to
insert and where to place it. Many templates are
available for free via Office.com.

1~ Selecting text before issuing a command enables you
to act on large blocks of text at a time. You can select
text with either the keyboard or the mouse.

v Finding and replacing text makes editing easier. You
can identify all instances of a particular word or
phrase and replace them with a different word or
phrase.

v Check your spelling and grammar to avoid embar-
rassing errors in documents you distribute to others.
Word can help you check individual words and the
entire document easily.

v You can share your documents with other people via
e-mail or by printing them. You can begin sending a
document via e-mail from within Word, and your
default e-mail program opens to send the message.



. How do you start a document based on an online template?

Guide yOourself t0 PAZE .......cocueviivienienienieeiieeieeiesteetesee e saeesae e

. How can you change a document’s margins?

ThEere’s SPACE ON PAZE......cccueeueeceeereeresieeneeneesseesseesseesessesssessessaenns

. How do you set the paper size and page orientation?

Find your bearings On PAZe ........ccceevereeruersieriieriienienienieseesieenaeennes

. How do you locate all instances of a word in a document?

Search for that information on page ..........ccccooeveeeecienieneneneneeene

. How do you alphabetize a list?

Sort that Out ON PAGE.......oeviriiriiiiiieeeeeceeeeteee et

. What does it mean when text has a wavy red underline?

There are all kinds of squiggles on page.........c.cccceevueevveecienvreneennnenns

. How do you send Word documents via e-mail?

For electronic greetings, seek page........ccccceevveviiercieniienieneeneenenne.



icrosoft Word is the most popular Office application

because nearly everyone needs to create text documents

of one type or another. With Word, you can create every-

thing from cover sheets to school research papers to family holiday

letters.

In this chapter, | explain how to create, edit, proofread, and share simple
documents. By the end of this chapter, you have a good grasp of the entire
process of creating documents, from start to finish, including how to share
your work with others via print or e-mail. Later chapters then build on this
knowledge, adding in the fancier aspects, such as using formatting, styles,

graphics, and multiple sections.

Starting a New Word
Document

As you learn in Chapter 1, you can create a
blank new document or you can base a new
document on a template. Word 2013 uses
templates stored on Office.com, and you can
access that site directly from within Word, as
long as your computer is connected to the
Internet. After starting a new document, you
can adjust the paper size and orientation if
needed.

A template is a special type of
document that's designed to be
a model for new documents.
Templates have a different file
extension than regular documents
(either . dotx or .dotm). When
you start a new document based
on a template, the template file
itself is unaffected, so the tem-
plate is always the same each
time you use it.
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& Even when you start a blank document, you still (technically) use a
template. The blank document uses a Normal template, and it specifies
certain default settings for a new blank document, such as the default
fonts (Calibri for body text and Cambria for headings), default font sizes
(11 point for body text), and margins (1 inch on all sides).

When you create a new document by clicking the Blank Document icon or by pressing Ctrl+N,
the resulting document is based on the Normal template. If you stick with the default values for
the Normal template’s definition, the Normal template doesn't exist as a separate file; it's built into
Word itself. You won't find the template if you search your hard drive for it. However, if you make a
change to one or more of the Normal template’s settings, Word saves them to a Normal . dotm
file. If Word at any point can't find Normal . dotm, it reverts to its internally stored copy and goes
back to the default values.

That's important to know because if you ever accidentally redefine the Normal template so that
it produces documents with unwanted settings or if it ever gets corrupted, all you have to do
is find and delete Normal . dotm from your hard drive, and you go back to a fresh-from-the-
factory version of the default settings for new, blank documents. The template is stored in C: \
Users\user\AppData\Roaming\Microsoft \Templates,in which useris the logged-
in username.

Creating a new document using a template

You can easily create a new document based on a template. This new docu-
ment has all the characteristics of the template, including margins, paper
size, default fonts, and any sample content that the template contains.

In the following exercise, you start two new Word documents. One uses a local
template, and one uses a template from Office.com.

Files needed: None

1. In Word, choose File=>New.

Thumbnails of templates for creating new documents appear, as shown
in Figure 2-1.

2. In the Search for Online Templates box, type Brochures and press
Enter.

Word uses your Internet connection to retrieve a list of available bro-
chure templates.

3. Scroll down and click the Brochure for Small Business template.

A preview of it appears. See Figure 2-2.



Starting a New Word Document

Dacument] - Word ? - 8 %

Lois Lowe - Y
New b

Search for online templates Fel

Suggested searches:  Letters Resume Fax  Labels Cards Calendar  Blank

FEATURED PERSONAL

>

Take a
tour -

Options Blank document Welcome to Word Report (Urban theme)

Aa Title ] Title

Heading

Figure 2-1

Brochure for small business
Provided by: Microsoft Corporation

Customize this brochure template with information
about your business. Insert your company logo,
your own photos and use built-in themes to
change the colors to get the palished, professional
look you want.

Download size: 246 KB
Rating: ¥ ¥ ¥ ¥ ¥ (57Votes)

Account

Morelmages b

Options

Figure 2-2
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4. Click the Create button.

The template is downloaded, and a new
document appears based on it. See
Figure 2-3.

This template’s layout is atypical

because it uses tables to hold the

text; in most Word documents,

5. Examine the document to see what you type directly onto the page.
types of content the template provides,
choose Filec>Close to close the docu-
ment, and if prompted to save your
changes, click Don’t Save.

[ I & Document2 - Word TABLE TOOLS T E - x
HOME = INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILNGS  REVEW  VIEW  DESIGN  LAYOUT Lois Lowe ~ ﬂ
T B e .| aelE | #iFind -
Cambria (Boch - [10 - A" A Aa- fe T | awocend | AaBh AaBbced - asBbcer || s rcais
Paste % - Ty =
e ¢ B I U -k x x ] TNormal | Heading 1 Heading2 TListBullet [=] ¢\
Clipboard & Font ] Paragraph n Styles 5 Editing -

Who We Are

About Us

‘This is the place for your ‘elevator pitch. If
you orly had a few seconds to pitch your
products or services to someone, what
would you say?

Contact Us

Phone: [Telephone]
Email: [Email address]
Web: [Web address]

[Iype a caption for your photo]
How do you get started with this !
template?

You can use this fresh, professional brochure

justas itis or easily customize it.

+ We've included a few tips throughout the
template to help you get started.

‘ . [COMPANY
« Toreplace any tip text (such as this) with
your own, just click it and begin typing. N AM E]

PAGE10OF2 427WORDS [ ENGLISH (UNITED STATES)

Figure 2-3

6. Choose Filer>New.
The icons reappear for new document types.

7. In the Search for Online Templates box, type Urban Report and
press Enter.

A list of the templates matching that name appears.
8. Click Report (Urban theme).

A sample of the template appears. See Figure 2-4.



Starting a New Word Document

©

Info
New
Open

Save

Save As Report (Urban theme)

Provided by: Microsoft Corporation
Print
This modern report template includes large title
text, a graphic on the cover page and a three
heading body wrapped around a photo insert with
a caption. Find matching templates in the Urban
design set (for Word 2010) by clicking the See Also
link abave.

Sk

Rating: ¥¢ ¥ ¢ ¥% ¥F (24 Votes)

Account

T )

Create

4 Morelmages

Figure 2-4

9. Click the Create button.
A new document opens based on the selected template.

10. Scroll through the new document and notice the placeholders ready
for you to fill in to create your own version of the report.

11. Save the document as Chapter 2 Practice.
If you see a message about upgrading the document to the newest file
format, click OK.

Leave the document open for the next exercise.

CUCE
03& For more practice, create several more new documents by using different
templates. Don't save any of them.
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Setting page margins

Word provides several easy-to-use presets.
You can also individually specify the margins
for each side of the page if you prefer.

In the following exercise, you change the page
margins in two ways: using a preset and using
an exact value.

Files needed: Chapter 2 Practice, open from
the preceding exercise

1. In the Chapter 2 Practice document,
choose Page Layout>Margins->Narrow
(see Figure 2-5).

Presets for narrow margins are applied to
the top, bottom, right, and left margins for
the document.

v I | & -
HOME INSERT DESIGM PAGE LAYOUT

E @ ]E Breaks Inde

i Line Numbers~ 3= ]

Margins Orientation  Size  Columns

= - - - bZ Hyphenation= &R
Normal IF]
Top: 1" Bottor: 1"
Left 1" Right: 1"
— Narrow
[}Tnp: 0.5" Bottorn: 0.5"
Left  0.5" Right: 0.5"

Moderate

Top: 1" Bottor: 1"

Left  0.75" Right: 0.75"

Wide

Top: 1" Bottor: 1"

Lef 2" Right: 2"
Mirrored

m Top: 1" Bottor: 1"
Inside:  1.25" Qutside: 1"

Office 2003 Default
Top: 1" Bottorn: 1"
Left  1.25" Right: 1.25"

Custom Margins...

Figure 2-5

Margins are the amounts of blank
space that Word reserves on each
side of the paper. In most cases, you
want them to be roughly the same
on all sides, or at least the same
at both the right/left, so the docu-
ment looks symmetrical. In special
cases, though, such as when you're
going to bind the document on the
left or at the top, you may want to
leave more blank space on one
particular side.

The Mirrored margin option
enables you to specify different
margins for right and left, depend-
ing on whether the page number
is odd or even. This option allows
you to print pages for a two-sided
booklet with the extra space on
whichever side of the page will
be bound.
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2. Click the Margins button

again, and then choose o e
Custom Margins. Margins

Top: 13 3 Bottom: 13

The Page Setup dlalog box Let: 13 0 Right: 13
opens. Gutter: c

Orientation

E]

Gutter position: Left v

3. In the Top, Bottom, Left,
and Right boxes, type 1.3,
as shown in Figure 2-6, and o
then click OK. Multiple pages: Hormal v

2

The margins change.

A\

z
2

You can tell because the
sample text is positioned
differently on the pages. appigtor [whote document [

Set As Default Cancel

4. Save your work.
Figure 2-6
Leave the document open for the
next exercise.

Setting page size

A document’s orientation can be

and orientatian in either Portrait or Landscape

mode. Portrait is a standard
A template might not always use the right paper page in which the long side of
size or page orientation for the work you want the paper runs along the left and
to create. In some cases, either or both may right. Landscape is a rotated page
require adjustment. inwhich the long side of the paper

runs along the top and bottom.

The standard paper size in the U.S. is 8.5 x 11
inches, also known as Letter. Most of the tem-
plates available through Word use this paper
size, although some exceptions exist. For example, an Envelopes template
might use a page size that matches a standard business envelope, or a legal
brief template might use legal-size paper (8.5 x 14 inches).

In the following exercise, you set the page orientation of a document to
Landscape and change its paper size.

Files needed: Chapter 2 Practice, open from the preceding exercise

1. In the Chapter 2 Practice document, choose Page
Layout=~>Orientation=>Landscape (see Figure 2-7).

The page changes to Landscape mode.
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2. Click the Orientation button and choose
Portrait to change the orientation back to
Portrait mode.

3. Click the Size button, and in the drop-down
list that appears (see Figure 2-8), choose A4
8.27” x 11.69”.

You may need to scroll down to find this
option. The options available on the menu may
be different from the ones shown here, or in a
different order.

The paper size changes.

QWING/

<

‘%7

Q“‘\CE

BHS 0&- -
HOME INSERT DESIGM

Eﬂ E% IEE Ea ﬁ?:

Margins Orientation Size Columns a
- - - - bE Hy)

D Portrait
D Landscape
L3

Figure 2-7

Changing the paper size in Word doesn’t change the paper size in your
printer, of course, so if you print on a different sized paper than you tell
Word you're using, the printing may not be centered on the paper.

For more practice, click the Size button, choose More Paper Sizes, and
set up a custom paper size by entering a width and height on the Paper

tab of the Page Setup dialog box.
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- X f0)Line Numbers~ 3= Left 0"
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Executive
7.25"x10.5"

O O

A4
8.27"x 11.69"

(I
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5.83"x8.27"

|

B5 (JIS)
717" x 102"

Folio
8.5"x%13"

Envelope #10
£12"x95"

Envelope DL
4.33"x 8.66"

Envelope C5
6.38" x9.02" -

More Paper Sizes...

Figure 2-8

A4 is a commonly used paper
size in Europe. Look online for
websites that explain the paper
sizes common in various coun-
tries. Here's one such site: www .
cl.cam.ac.uk/~mgk25/
iso-paper.html.



http://www.cl.cam.ac.uk/~mgk25/iso-paper.html
http://www.cl.cam.ac.uk/~mgk25/iso-paper.html
http://www.cl.cam.ac.uk/~mgk25/iso-paper.html
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4. Save your work.

Leave the document open for the next exercise.

Editing Text

After creating a document and setting its basic properties, such as margins,
orientation, and page size, you're ready to edit its content. Editing can
include adding text, deleting text, modifying text, and moving and copying
blocks of text from one location to another.

If you used a template to get started, you may already have some sample
content in the document (text and/or graphics). You can edit this content, or
you can delete it and start from scratch.

Filling text placeholders

Some templates include placeholders to guide you in creating content in a spe-
cific format. You aren’t required to use the placeholders; you can delete them
if you like. However, if you aren’t sure how to get started with a particular type
of document, the template’s placeholders can be helpful guides.

In the following exercise, you edit a document’s text by filling in placeholders.
Files needed: Chapter 2 Practice, open from the preceding exercise

1. In the Chapter 2 Practice document, click in the /[Type the document
title] placeholder on the first page.

The placeholder becomes highlighted. See Figure 2-9.

[Pick the date]

ITitle |

[Type the document

title]
[Type the document subfitle]

Lois Lowe

Figure 2-9
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2. Type Mountain Vista Vacations.

The text appears in the placeholder box.

3. Click in the [Type the document subtitle] placeholder and type

Affordable Family Fun.
4. Click in the [Pick the date] placeholder.

The text becomes highlighted, and a
drop-down arrow appears to its right.

5. Click the arrow to open a date picker
(see Figure 2-10), click the Today button to
select today’s date, and click the name that
appears in the document.

By default, the name that appears is the
name of the registered user of this copy of
Word.

6. If it’s not your name that appears already,
type your own name.

4 October 2013
S5u Mo Tu We Th
29 3 12 3
e 7 &8 9 10
13 14 15 16 17

20 21[22] 23 24

27 28 29 30 A

Today

B e

v
LIl

=
=i
—

Figure 2-10

The cover page information is now complete, as shown in Figure 2-11.

10/22[2013

Mountain Vista
Vacations

Affordable Family Fun

Lois Lowe

Figure 2-11

7. Save your work and close the document.

Leave Word open for the next exercise.
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Typing and editing text

Most documents don’t contain text placeholders, so you're on your own in
deciding what to type. Fortunately, you can easily type and edit text in Word.

P When you type in Word, the insertion point automatically moves to the
next line when you run out of room at the right margin. You don't have to
press Enter to break each line manually. The only time you need to press
Enter is when you want to start a new paragraph.

SOMBER . o
& You can press the Delete key to delete text to the right of the insertion

point, or press the Backspace key to delete text to the left of the insertion
point. To delete more than one character at once, select the block of text
to delete, and then press either Delete or Backspace.

You can also select some text and then type over it. When you type after
selecting text, the selected text is replaced by what you type.

In the following exercise, you type some text in a new document and then edit it
using several editing techniques.

Files needed: None

1. In Word, press Ctrl+N to start a new blank document.
2. Type the following text in the document:
Dear Karen:

Florida is certainly a long way from home, and although we are enjoying
our trip, we're looking forward to being home again with our good friends.

We’'re having a wonderful time on our vacation. The weather has been
perfect. Elroy and George have been collecting shells, and Judy and I
have been enjoying the pool.

3. Triple-click the last paragraph to select it.
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4. Click and drag the paragraph up, and then drop it between the other
two paragraphs (right below the salutation). See Figure 2-12.

Moved paragraph

Dear Karen:

We're having a wonderful time on our vacation. The weather has been perfect. Elroy and George have
been collecting shells, and Judy and | have been enjoying the pool.

Florida is certainly a long way from home, and although we are enjoying our trip, we're looking forward
to being home again with our good friends.

Figure 2-12

5. Double-click the name Karen in the first paragraph and type Rosie.

6. Click to move the insertion point after the word Florida in the last
paragraph. Press the Backspace key until the entire word is deleted,
and then type California.

7. Use the arrow keys to move the insertion point before shells in the
second body paragraph of the letter, and then type sea.

The document resembles Figure 2-13.

Changed name

Inserted word

T
Dear Rosie:

We're having a woderful time on our vacation. The weather has been perfect. Elroy and George have
been collecting sea bhe\ls, and Judy and | have been enjoying the pool.

Califarnia is certainly a long way from home, and although we are enjoying our trip, we're looking
forwgrd to being home again with our good friends.

Changed word
Figure 2-13

8. Save the document as Chapter 2 Vacation.

Leave the document open for the next exercise.

Adding symbols and special characters

Word enables you add pretty much any character or symbol you might need,
such an accent over a vowel, a special punctuation mark, a currency symbol,
and much more. ;Como, senorita?
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To find these characters, open the Insert tab and choose Symbol=>More
Symbols.

WMBER
‘x&
&

In the Symbol dialog box, here’s how to find different types of characters or
symbols:

v Characters specific to your current font: If you want the character or
symbol to match your document’s font, make sure the Symbols tab is
open. Then choose your desired font from the Font drop-down list and
browse through the characters that are included with that font.

1 Characters that are pictures: Again on the Symbols tab, choose the
Wingdings font or another picture font to find a wide selection of charac-
ters that look like pictures.

1 Special punctuation and legal symbols: On the Special Characters tab,
you find options for inserting em dashes and en dashes as well as legal
symbols such as a copyright symbol or registered trademark symbol.

Selecting Text

Selecting blocks of text before you issue an editing or formatting command
allows you to act on the entire block at once. For example, you can select
multiple paragraphs before applying new line spacing or indentation settings,
and those settings apply to every paragraph in the selection.

You have many ways to select text:
v~ Click and drag across the text with the left mouse button pressed to

select any amount of text.

v Move the insertion point to the beginning of the text, and then hold
down the Shift key while you press the arrow keys to extend the
selection.

v Press the F8 key to turn on Extend mode, and then you can use the
arrow keys to extend the selection.

v Double-click a word to select it or triple-click a paragraph to select it.
v Press Ctrl+A to select the entire document.

v Click to the left of a line to select that line.
In the following exercise, you practice selecting parts of a document.

Files needed: Chapter 2 Vacation, open from the preceding exercise
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1. In the Chapter 2 Vacation file, triple-click the middle paragraph to
select it.

2. Hold down the Shift key and press the down-arrow key twice to
extend the selection to the next paragraph (see Figure 2-14).

g“\CE
c?y For more practice, click away from the selected paragraphs to deselect
them. Then double-click several words to select them. Next, double-click
one word and hold down the Shift key while you double-click a different
word. Try it again with the Ctrl key instead of Shift.

Dear Rosie:

We're having a wonderful time on our vacation. The weather has been perfect. Elroy and George have
been collecting sea shells, and Judy and | have been enjoying the pool.

California is certainly a long way from home, and although we are enjoying our trip, we're looking
forward to being home again with our good friends.

Figure 2-14

3. Press Ctrl+A to select the entire document, and then click away from
the selected text to deselect it.

4. Drag the mouse across the word wonderful to select it, and then position
the mouse pointer to the left of the first line in the second paragraph.

The mouse pointer turns into a white arrow that points diagonally up
and to the right.

If you don't see the arrow, make sure you are in Print Layout view. On the
View tab, click Print Layout.

5. Click to select the line (see Figure 2-15).

Calibri (Body) = |11 = | A" a7 & g

s Gy ey
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We're having a wonderful time on our vacation. The weather has been perfect. Elroy and George have
been collecting sea shells, and Judy and | have been enjoying the pool.

California is certainly a long way from home, and although we are enjoying our trip, we're looking
forward to being home again with our good friends.

Figure 2-15

6. Close the document without saving your changes because you didn’t
make any in this exercise.

Leave Word open for the next exercise.
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Manipulating Text

You can manually move around in a document making edits and rearranging
text, but it is often more efficient to use the tools in Word that are especially
designed for helping you find, replace, and sort text.

In the following sections, you learn about the Find pane in Word and how to use
it to quickly find all instances of a text string. You also learn how to replace one
text string with another and how to sort a list of items alphabetically without
manually rearranging them.

Finding text

The Navigation pane in Word serves several purposes. One of these is to
display the results of a search for a text string you enter. You can open the
Navigation pane by pressing Ctrl+F or by selecting the Navigation Pane check
box on the View tab. In the Navigation pane, you can enter the text string you
want to find in the Search Document box at the top. A list of all the instances
of that text string appears in the Navigation pane. To jump to any instance,
click it in the pane.

In the following exercise, you use the Find feature
to find instances of some text.

In Word 2007 and earlier, a Find

Files needed: Chapter 2 Letter.docx dialog box opened when you
pressed Ctrl+F, enabling you to

1. In Word, open the Chapter 2 Letter file search through the document via
and save it as Chapter 2 Letter Practice. a dialog box interface. That inter-

2. Choose Home=Find or press Ctrl+F, the face s still available, butyou have

to work a little harder to get to it
now. From the Navigation pane,
The Navigation pane opens with the click the down arrow to the right
Results tab displayed. of the Search Document box and
choose Advanced Find from the
menu that appears. The Find and
Replace dialog box appears. This

keyboard shortcut for Find.

3. In the text box at the top of the Navigation
pane, type King and press Enter.

Both instances of King are highlighted in is the same dialog box, by the way,
the letter. The first instance is selected in that you use when you replace
the document. See Figure 2-16. text (which | coverin the next sec-

tion). The keyboard shortcut for
the Replace command is Ctrl+H,
so one quick way to get to the Find
feature in the Find and Replace
dialog box is to press Ctrl+H and
then click the Find tab.
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Firstinstance is selected and highlighted.

g X

Lois Lowe ~

[vIl=] [CE R Chapter 2 Letter Practice.docx - Word ? m -
HOME  INSERT ~ DESIGN  PAGELAYOUT | REFEREMCES ~ MAILINGS  REVIEW  VIEW
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Mr. Frank King
201 East Oak Street
Mr. Frank Ki
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Dear Mr. King:
Dear Mr. King,
Thank you for ftopping by the Sycamore Industries booth at the Indianapolis C Expo at the Indiznapol

10F156WORDS [

Fairgrounds

lumber in the N

Ew weeks ago. As we discussed, Sycamore Industries is one of the leading suppliers of construction-grade

idvwest, and we are confident that we can exceed your expectations for quality, service, and value.

Some of the bepefits we provide include:

Custo
Finan

100%|

Enclosed pleag
estimates, plea

meet with you

Sincerely,

Expreps delivery atno extra charge

m milling to your specifications

fing at attractive rates

money-back guarantee if not satisfied

| find the cost estimate that you requested. If you have any questions or would like additional information or
e do not hesitate to contactme. Iwill be in the Indianapolis area on February 3, and would be pleased to

fmalize an agreement.

Figure 2-16

ENGLISH (UNITED STATES)

Other instance is highlighted.

4. In the Navigation pane, click the second instance.

The second instance is selected in the document.

5. In the text box at the top of the Navigation pane, select King, type
Sycamore Industries, and press Enter.

Four instances of Sycamore Industries are highlighted in the document.

6. In the Navigation pane, click each of the instances to jump to it in the
document.

7. Click the Close (X) button in the upper-right corner of the Navigation

pane to close it.

Leave the document open for the next exercise.
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Replacing text

Not only can you find specific text in a document, but you can also replace
it with other text. This can be helpful, for example, if a company or person
changes his or her name and you need to make a report or letter reflect that.

You can change individual instances one-by-one, or you can use the Replace
All feature to replace all instances at once.

NNG/
&V?‘ Replace All is very convenient, but be careful that you don’t make
unintended changes with it; sometimes a text string you replace is
part of another word or phrase that shouldn't be changed.

In the following exercise, you use the Replace feature to change the name of a
company in a letter.

Files needed: Chapter 2 Letter Practice.docx, open from the preceding exercise

1. In Chapter 2 Letter Practice, press Ctrl+Home to move the insertion
point to the top of the document.

2. Choose Homer~>Replace.
The Find and Replace dialog box opens with the Replace tab displayed.

\3
p Ctrl+H is the keyboard shortcut for Replace.

3. In the Find What box, type

Sycamore Industries and in the

Replace With box, type Dumont Find what: Sycamore Industries v

Fabrication (see Figure 2'17)' Replace with: |Dument Fabrication v
4. Click the Find Next button. —

The first instance of Sycamore
Industries appears highlighted in ~ Figure 2-17
the document.
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You can drag the title bar of the Find and Replace dialog box to move the
dialog box out of the way if it obscures the found text.

5. Click the Replace button to replace the first instance.

6. Click the More button to reveal additional options, and then select the
Match Case check box.

The operation is restricted to

instances that match the Find ing | reptac

Findwhat:  |Sycamore Industries v

What text string’s capitalization.

See Figure 2-18.
7. Click the Replace All button. — e -

All remaining instances that N

match in capitalization are s vt
replaced. A dialog box appears

stating that Word has reached
the end of the document and )
three replacements were made. el B

8. Click OK to close the
message box.

9. Click the Close button to close the Find and Replace dialog box, and
then save the document by pressing Ctrl+S.

Replace with: [Dumont Fabrication v

Figure 2-18

Leave the document open for the next exercise.

Sorting a list

As you type a list of items, it might not occur
to you that you want them sorted into alpha-

betical order. Never fear, though — it’s easy Sorts can be ascending, which
to sort a list alphabetically in Word. Word means Ato Z, or descending, which
sorts by the first letter of each paragraph, means Zto A. In an ascending sort,
so each item in the list must be a separate numbers and symbols come before
paragraph. letters; in a descending sort, they

come after letters.

In the following exercise, you use the Sort
feature to reorder a list.

Files needed: Chapter 2 Letter Practice.docx, open from the preceding exercise
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1. In Chapter 2 Letter Practice,

select the bulleted list. p—

. ) (®) Ascendi
To do so, click and drag the Parzaraphs : e c::-g:(si:nld::g
mouse pointer across the entire Then by

bulleted liSt. 3 ® Ascending

Descending
2. Choose Homer>Sort, and
in the Sort Text dialog box
that opens (see Figure 2-19), My lst has
click OK. ) Header row  (®) No header row

The Sort button has an A-Z icon et cancel
and is in the Paragraph group.

® Ascending

Descending

Figure 2-19
The list is sorted in ascending

order. See Figure 2-20.

Some of the benefits we provide include:

3. Save and close the document.

*  100% money-back guarantee if not satisfied
A ®  Customn milling to your specifications
Leave Word open for the next exercise. . R

* Financing at atractive rates.

Figure 2-20

Checking Spelling and Grammar

Spelling and grammar errors in your documents can leave a bad impres-
sion with your audience and cause lost customers, jobs, and opportunities.
Fortunately, Word can help you find and correct these errors before anyone
sees your document.

Word automatically checks your spelling and grammar as you type. Wavy red
underlines indicate possible spelling errors, and wavy blue underlines indicate
possible grammar errors. To correct one of these errors on the fly, right-click
the underlined text and choose a quick correction from the shortcut menu.

You can also run the full-blown Spelling and Grammar feature within Word to
check the entire document at once. One by one, each potential error appears
in a dialog box, and you click buttons to decide how to deal with each one.

§“v‘,\l\B':'I?
& One of the choices when dealing with a potentially misspelled word is to

add the word to the dictionary so that it isn't flagged as misspelled in any
future spell check in any document. The Dictionary file is common to all
Office applications, so any word you add to the dictionary in Word is no
longer flagged as misspelled in Excel, PowerPoint, or Outlook.
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Word has a more robust and powerful Spelling and Grammar feature than the
other Office applications, but they all have similar functionality. Therefore,
after you learn how to check spelling and grammar in Word, you can also do
so in the other Office apps.

In the following exercise, you correct spelling and grammar errors in a
document.

Files needed: Chapter 2 Spelling.docx

1. In Word, open the Chapter 2 Spelling file and save it as Chapter 2
Spelling Corrected.

2. Right-click the misspelled word eerors

and on the shortcut menu that appears, rin Word
. Elps you avoid embarrassing egyors in your worl

hoose th t spell ' K embaressg o i
choose € correc spe lng’ errors (see lige errors % cause you to Joose ©
Figure 2-21). i eTors click the Spelling &

3. Click at the beginning of the document to ;';::A”

move the insertion point there, and then BC L toDictonary PR Gialogbox, 0
choose Reviewr>Spelling & Grammar. 8, Hyperink..

The Spelling and Grammar task pane {9 New Comment

opens, with the first mistake (Grammer)
highlighted. See Figure 2-22. Figure 2-21

[« I =I R Chapter 2 Speliing Corrected.docx - Word 7 @ - x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Lois Lowe ~ “

:E/C E %) 5E$ i Previous A E; 5 simple Markup - - D 75

y Next [E) Show Markup
Spelling & . Translate Language  New  Delete Track Accept Compare  Block Restrict  Start
Grammar - - Comment [ Show Comments Changes - [E]Reviewing Pane ~ " 3 © Authors- Editing  Inking
Proofing Language Comments Tracking G Changes  Compare Protect Ink -~
Spelling v X
Checking Spelling and Grammer in Word Grammer
word's Spelling and and Grammer checker helps you avoid embarrassing errors in your work. Such errors, if not Ignore Ignare All Add
found and corrected, can make people reading your document think you is less intelligent or educated, and can
cause you to logse customers, jobs, and other oppartunities. Grammar
Grimmer
To use the Spelling and Grammer checker, click the Review tab and then click the Spelling & Grammer button, Gramper
in the dialog box, you can review each potential error and decide how to handle it. G
rammars
You can adjust the settings for checking your grammar fro m the Word Options dialog box, on the Proofing tab. Rammer

Clicks the Settings button and then fine-tunee the settings for the grammar check.

Change | | Change All

Grammar 4

1. the study of the classes of wards, their
inflections, and their functions and
relations in the sentence

I 2. the characteristic system of inflections and

syntax of a language

3, a grammar textbook

See more...

Powered by:  Merriam-Webster

English (United States) &

10F119WORDS  [IF  ENGLISH (UNITED STATES) & B -——+——+ 100%

Figure 2-22
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4. Click the Change All button to change all instances of grammer to
grammar.

The next mistake found is the duplicate word: and and.
5. Click Delete to delete one of the instances of and.

The next mistake found is a possible grammar area: the capitalization of
Spelling. In this case, the capitalization is correct.

6. Click the Ignore button to skip the correctly capitalized word.
The next mistake found is the misuse of lose as loose.
7. Click the Change button to change to the correct word.
The next mistake found is an extra space in the word from.
8. Click the Change button to remove the extra space.
The next mistake is the misspelling of tune as tunee.
9. Click the Change button to correct the spelling.
A dialog box appears to tell you that the spell check is complete.
10. Click OK and then save your work.

Leave the document open for the next exercise.

Sharing Your Document with Others

If the people with whom you want to share your work are also Office users
(versions 2007 and higher), sharing with them is easy. Just give them your data
file. You can transfer a data file to someone else via a USB drive, a portable disc
such as a writable CD or DVD, or e-mail.

To share with people who don’t have Office 2007 higher, you can save in
other formats. Word (and the other Office apps) supports a variety of saving
formats, so you're sure to find a format that bridges the distance between
Office and the program that your recipient uses.

E-mailing your document
to others One way to distribute your work

to others is to send it to them via
e-mail. Your document piggybacks
on an e-mail as an attachment. An
attachment is a file that's separate
from the body of the e-mail, trav-
elling along with the e-mail to its
destination.

Some versions of Office include Microsoft
Outlook, an e-mail, calendar, and contact man-
agement program. If you don’t have Outlook,
you might have some other e-mail program.
When you send a document via e-mail from
within Word, Word calls up your default e-mail
application, whatever that may be. The steps in
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this book assume Outlook 2013 is your default e-mail application; your steps
might be different if you use a different e-mail application.

QNING/
\/ If you use a web-based e-mail application, such as Outlook.com (the
web-based version of Qutlook), Gmail, or Yahoo! Mail, you can’t follow
along with the steps in this section. You can still send Word files as
e-mail attachments, but you can't initiate the process from within Word.
You start a new e-mail message from within the web interface, and then
attach the file from there.

In the following exercise, you send a document to yourself as an e-mail attachment.
These steps assume that Outlook is your default e-mail program and that your
e-mail account is already set up in it.

Files needed: Chapter 2 Spelling Corrected.docx, open from the preceding exercise
1. In Chapter 2 Spelling Corrected, choose File=>Share, click Email, and
then click Send As Attachment.

A new message opens in Outlook (or your default e-mail application)
with the Chapter 2 Spelling Corrected file already attached. The filename
also appears in the Subject line. See Figure 2-23.

= d & - = Chapter 2Spelling Corrected.docx - Message (HTML) ? E - O %
MESSAGE | INSERT ~ OPTIONS ~ FORMAT TEXT  REVIEW
AR [ Attach File |» Follow Up =
i .
B I U V@ 05 prachitem~ ! HighImportance !
Paste . Address Check Zoom | Start
- - Book Names L7 Signaturer ¥ LowImportance Inking
Clipboard s Basic Text MNames Include Tags . Zoom Ink ~
To..
=1
Con
Send
Subject Chapter 2 Spelling Corrected.doox

Attached 5 chapter 2 Spelling Corrected.docx (15 KB}

P n -
Figure 2-23
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2. Click in the To box and type your own e-mail address there, and then
click the Send button.

The file is sent to you.
3. In Outlook, choose Home=>Send/Receive All Folders.
You receive the sent file as a new message in your inbox.

\3
) If the message doesn't appear right away, click Send/Receive All Folders

again.

4. Close Outlook and return to Word.

5. Close the document (but not Word), saving your changes if prompted.

Leave Word open for the next exercise.

Sharing your document in other formats

If your intended recipients use earlier versions of Office or don’t have Office at
all, you must save your work in another format before transferring the file to
them. All the Office programs allow you to export your work in other formats,
so you can transfer just about any data to just about any other application.

NING!

&V?‘ The further away you get from the original version of the file, the more
formatting features you lose. For example, saving in the Word 2010 format
preserves the most features, and saving in Word 97-2003 format loses
some features. RTF loses even more, and plain text loses all formatting.

In the following exercise, you save a file in two formats.
Files needed: Chapter 2 Distribution.docx

1. In Word, open the Chapter 2 Distribution file and choose File->Save As.
The Save As page of Backstage view opens.

2. Click the location where you want to save the file (your SkyDrive or
Computer) and then click Browse to open the Save As dialog box.

3. From the Save As Type drop-down list, choose Word 97-2003
Document (see Figure 2-24) and then click Save.

Your document is saved in a format that’s compatible with earlier Word
versions (Word 97 through Word 2003); it’s also usable in Word 2007 and
Word 2010.
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Figure 2-24

4. Choose Filer>Save As, and click Browse to reopen the Save As dialog box.
5. Open the Save as Type drop-down list and choose Rich Text Format.
6. Click the Save button.

Your document is saved in Rich Text Format. This format is useful
for exchanging data with someone who has a different brand of word
processor, such as WordPerfect.

Leave the document open for the next exercise.

Printing Your Work

Another way to distribute your work is by printing it, provided you have
access to a printer. You can do a quick print with the default settings, or you
can specify a certain printer, number of copies, page range, and other settings.
In the following exercise, you print a document.

Files needed: Chapter 2 Distribution.docx, open from the preceding exercise
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1. In Chapter 2 Distribution, choose Filec>Print.

The Print page of Backstage view appears.

2. In the Copies box, click the up arrow once to change the number to 2.
Then click the down arrow to change it back to 1.

3. Open the Printer drop-down list and choose the printer you want to
use (see Figure 2-25).

VICE

For more practice, check out the additional print options. For example, you
can change the page range, orientation, paper size, margins, and duplex
setting (that is, print one-sided or two-sided). The settings for duplex and
collation, as well as for printing only specific pages, don't apply to the
document used in this exercise because it has only one page.

4. Click the Print button.

The document prints.

Exit Word.

Account

Options

Figure 2-25

Chapter 2 Distribution.rtf [Compatibility Mode] - Word ? - x

Print

Copies: |1 =

Printer

Brother MFC-9320CW Printer
Ready

(SN

Brother Color Leg Type Class Driver
Ready

Brother MFC-9320CW Printer
Ready

Fax

Ready

Journal Note Writer

Ready

Microsoft XPS Document Writer
Ready

Send To OneNate 2013

Ready

Snagit 11
Ready

Add Printer...

Print to File

B

1Page Per Sheet -/

Page Setup

Faithe Wempen ~

Some of the items on the list of
printers are not actually printers,
such as Microsoft XPS Document
Writer or Send to OneNote 2013.
Word outputs to some external for-
mats by treating the converter utili-
ties as printers. You “print” to the
driver, which generates a copy of
the document in a different format.

1 Jof1
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Want more help learning the basics of Word document creation and edit-
ing? You can find Word tutorials here: http://office.microsoft.
com/en-us/word-help/CH010369478.aspxX.

@ Summing Up

Word makes it easy to create a basic document. You can either start typing in
the blank document that opens automatically at startup, or choose one of the
templates provided. Here are the key points this chapter covered:

S
N7,

v To start a new blank document, press Ctrl+N, or choose File>New and
then click Blank Document.

v To start a document based on a template, choose Filec>New, pick the
template you want, and then click Create.

v To set page margins, choose Page Layout=>Margins.
v To change the paper size, choose Page Layout=Size.

v Portrait and Landscape are the two page orientations. Portrait is the
default. To switch, choose Page Layout=>Orientation=>Landscape.

v To find text, use the Navigation pane; press Ctrl+F to open it, or choose
Homer>Find.

v To replace text, use the Find and Replace dialog box; Ctrl+H opens it, or
choose Homer>Replace.

v To sort a list, select the list and choose Home=>Sort.

v Word checks spelling and grammar automatically, and underlines errors
with a red wavy underline (for spelling) or a blue wavy underline (for
grammar).

»* You can also launch a full spelling and grammar check by choosing
Reviews>Spelling & Grammar.

v To e-mail your document to others, choose Filew>Save & Send and then
click Send As Attachment.

v To print your document, choose File2>Print.


http://office.microsoft.com/en-us/word-help/CH010369478.aspx
http://office.microsoft.com/en-us/word-help/CH010369478.aspx

Summing Up

Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. Start Word and write a description of a funny or embarrassing incident
that happened recently to you or someone you know.

2. Add a new paragraph at the beginning of the document and type a
title there, such as My Most Embarrassing Day Ever.

3. Check your spelling and grammar, and then make any corrections
needed.

4. E-mail the document to yourself or to a friend you want to share
it with.

5. Print one copy of the document and then close Word.

Know this tech talk

ascending: A to Z order. Numbers and symbols precede letters.

attachment: A file attached to an e-mail so that the file is sent along with
the message.

descending: Z to A order. Numbers and symbols follow letters.

landscape: A page orientation in which the wide part of the paper forms
the top and bottom.

margins: The space between the edge of the paper and the text.

orientation: The direction the text runs on a piece of paper where one
dimension is greater than the other. See also portrait and landscape.

portrait: A page orientation in which the narrow part of the paper forms
the top and bottom.
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Chapter 3
Formatting

Text

v Formatting text makes your documents more
attractive and readable. You can apply different
fonts, sizes, and colors, as well as use style sets and
themes to automate the process of formatting an
entire document.

v Themes make it easier to apply consistent formatting
within a document and between documents.

v WordArt enables you to easily format text with fancy
special effects that blur the line between text
formatting and artwork.

v Custom character spacing and scale settings provide
precise control for professional-quality typesetting.



. What are two ways to change the font size?

Size UP fONS ON PAGE....ccviiiiiiieieeeiecieceeceeete et eteesteeaeeaesrresanesreesseenns
. What kinds of formatting does a theme affect?

Find that motif On PAGE .......cccevvieviiiiiiiiieeececeeece e
. What’s the difference between scale and spacing?

That space is occupied On PAZE..........ccccueeeeiieiieeeiieeieeecieeeseeeeneenaeens
. What is kerning?

Line up the letters on Page.......ccccceviiiieniiniiiiiiciececeece et
. What is a ligature?

Unravel the mystery on Page ........cccveeecieeiiieeiiieeeie et eeeeeeveeeens



ithout formatting, text can be dull and dreary. You'll probably

want to pep up your prose by applying various fonts, attri-

butes, colors, and themes to capture your readers’ interest.

In this chapter, I explain how to format text in a Word document. By the end
of this chapter, you’ll be able to choose fonts, sizes, and colors that are
appropriate for the job at hand. You’ll know how to copy and clear formatting
from text. You also find out how to use WordArt to make text extra-special,
and how to adjust typographical settings that can make text look like it was

professionally typeset.

Formatting Text

Text formatting can make a big difference in the
readability of a document. By making certain
text larger, boldface, or a different font, you

can call attention to it and add interest for your
readers.

You can apply each type of character formatting
individually, or you can use style sets or themes
to apply multiple types of formatting at once.

Choosing text font,
size, and color

The text in the document appears using a cer-
tain style of lettering, dubbed a font or typeface.
Word comes with dozens of fonts, so you're sure
to find one that meets the needs of whatever
project you create.

Each font is available in a wide variety of sizes
measured in points, with each point being }
of an inch on a printout. (The size it appears
onscreen depends on the display zoom. You

The type of formatting covered in
this chapter is commonly known
as character formatting (format-
ting that can be applied to indi-
vidual characters). Character
formatting includes fonts, font
sizes, text attributes (such as
italic), character spacing (spacing
between letters), and text color.

The style of lettering is a font, or
typeface. Fonts are measured in
points. Fonts can be in standard
colors, which don't change when
you change a document theme,
or in theme colors, which change
with the theme.
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learn about zoom in Chapter 1.) Text sizes vary from very small (6 points) to
very large (100 points or more). An average document uses body text that’s
between 10 and 12 points, and headings between 12 and 18 points.

You can also color each font by using either a standard color, which doesn’t
change when you change document themes, or a theme color, which

does change. Later in the chapter, you learn how to change themes and you
see what happens to the text colors you've applied when the theme colors

change.

You can apply fonts, sizes, and colors either from the Home tab of the Ribbon

or from the Mini Toolbar.

In the following exercise, you format some text by applying different fonts, sizes,

and colors to it.

Files needed: Chapter 3 Vacation.docx

1. In Word, open Chapter 3 Vacation and save it as Chapter 3 Vacation

Formatting.

2. Place the insertion point at the beginning of the document, press
Enter to create a new paragraph, press the up-arrow key once to
move the insertion point into the new paragraph, and then type Our

Vacation.

3. Triple-click Our Vacation to select the entire paragraph.

4. Point the mouse pointer at the selected
paragraph so that the Mini Toolbar
appears, as shown in Figure 3-1.

5. From the Font drop-down list on the Mini
Toolbar, choose Arial Black; from the
Font Size drop-down list, choose 14.

If the Mini Toolbar is no longer visible,

Calibri (Body) «[11 «| A & & As-
BT U ﬂ_“lvAvSE '35‘ Styles

Our Vacation

Dear Rosie:

Figure 3-1

right-click the text to make the Mini Toolbar reappear.

GCE
&

For more practice, change the font and font size by using the controls on
the Home tab in the Font group on the Ribbon.




. On the Ribbon, choose
Homer>Increase Font Size
to increase the font size of
the selected text to 16 points
(see Figure 3-2).

. Click the Font Color button.

Whatever color was already
displayed on the button is
applied to the text. (The color
that appears depends on the
most recently used font color.)

. Click the down arrow to the
right of the Font Color button,
and in the palette of colors that
appears (see Figure 3-3), click
the red square under Standard
Colors.

The text becomes red.

. Click the down arrow on the
Font Color button again to
reopen the color palette, and
then click the Orange, Accent
6 square on the top row of the
Theme Colors section.

\J _ :
Pointing at a square makes its
name appear in a ScreenTip.

Qyg,‘“CE
< For more practice, try some of the

Formatting Text

Increase Font Size button

BH S 0L+
HOME INSERT DEqIGN PAGE LAYOUT REFERENCES
C- . -
D & Arial Black -6 - A Aa- A
By
Pﬂ_stE o B T U-aex x A-%¥-4A-
Clipboard Font [ Paragra|
Our Vacation
Dear Rosie:
Figure 3-2

Font Color button

BHS 0§ -
HOME  INSERT

REFERENCES MAILING]

DESIGN  PAGE|AYOUT
e | A A Aa- 8 TLiELE. &=

Figure 3-3

tints and shades below the theme colors.

Leave the document open for the next
exercise.

il
0 5 il Back = 2
|
Pa_sle‘. B I U-aex,x A-¥- Az E= [
Clipboard = Font M Automatic
Theme Colors
H EEENEN
i I T
Our Vac; Standard Colors
| EEEEE
DearRosie: e | More Colors...
We are having a Ll | Gradient > |n. The we
been callecting seashells, and Judy and I have been enjo|
Red square

Aftint s a lighter version of a color,
and a shade is a darker version of it.




Chapter 3

Applying text attributes and WordArt effects

You can modify text with a variety of
attributes, such as bold, italic, underlining,

and so on. You can apply some of these from Attributes are typographical styles
the Mini Toolbar and/or the Font group on such as bold, italic, and underline.
the Home tab. Others are available in the Text effects, or WordArt effects,
Font dialog box. Some of them also have are special types of effects, such

keyboard shortcuts.

Table 3-1 summarizes the keyboard short-
cuts for some common text formatting

as reflection or glow, that are
unique to Office applications.

attributes. Figure 3-4 displays some of these

attributes.

Attribute Keyboard Shortcut
Bold Ctrl+B
Italic Ctrl+l
Underline Ctrl+U
Subscript Ctrl+=
Superscript Ctrl+Shift++ (plus sign)
Underline words but not spaces Ctrl+Shift+W
Double underline text Ctrl+Shift+D
Small caps Ctrl+Shift+K
All caps Ctrl+Shift+A
Bold Italics Underline
Superseript Subigcript Strikethrough
SMALL CAPS ALLCAPS BeoubleSteilathroush

Figure 3-4
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Formatting Text

You can apply text effects, or WordArt effects, such as outline, shadow,
reflection, and glow. Figure 3-5 shows some examples of these effects,
accessed from the Text Effects button’s menu on the Home tab. The Text
Effects button’s menu also includes a number of presets that combine color
fills, outlines, and other effects in one operation.

Outline Shadow

Glow Reflection

Figure 3-5

In the following exercise, you format some text by applying some attributes and
effects to it.

Files needed: Chapter 3 Vacation Formatting.docx, open from the preceding
exercise

1. In Chapter 3 Vacation Choose this sample.
Formatting, triple-click the Our |
Vacation title to select it if it’s % 5 08 Chapre 3 Vacation Formating |
not already selected. HOME INSERT DESIGN PAGE LYOUT REFERENCES MAILINGS

o

0  [niolack <[ | & A Aa-
=]

aste

2. Choose Homer>Text Effects and pos
Typography (see Figure 3-6), and  |oewe -
then click the second sample in
the bottom row.

¢ B I U-smx.x A-%-

> > >
B B
_‘;-J ] v
> >t

p o)
brd
>
2
™

The text becomes black with a
blue shadow.

3. Click the Text Effects button -
again, point to Glow, and Ol 12, e Sy » ghwe
click the first effect in the D e .
Glow Variations section -

(see Figure 3-7).

e

m e

weather
lection

TS

b
dow »
»
»

joying thi

2

Figure 3-6
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Chapter 3 Vacation Formatting.doc - Ward

DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
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ERy
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|Glow Options...
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PAGE1OF1 2 OF61 WORDS,

02  ENGLISH (UNITED STATES)

Heading 1 Heading 2

Styles

weather has been perfect. Elroy and George have
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Lois Lowe -
o Find -
2 Replace
[y Select~
Editing ~

Click this variation.
Figure 3-7

4. Choose Homer>Italic to italicize the text, and then click the dialog box
launcher in the lower-right corner of the Font group on the Home tab

(see Figure 3-8).
The Font dialog box opens.

Dialog box launcher

BHS 04 -
HOME INSERT

Chapter 3 Vacation Formatting docx - Word

DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

% ol Black 5 &= 5=

MRS R IE=RE =R =taE —F SR TR |
A-%- A

Pate o (B LU - x X

Clipboard f Font Paragraph [

Heading 1

Styles

Heading 2 |

AaBbCeD AaBbCeDc AaBb(C AaBbCcl [
T Normal | 1 No Spac.

[

7 @ - 8 X
Lois Lowe -
i Find -
30 Replace
[% Select~
Editing ~

Figure 3-8

5. Select the Small Caps check box, as shown in Figure 3-9, and then

click OK.

6. Save your work.

Leave the document open for the next exercise.




Working with Themes

Font Advanced

Font: Font style:
Arial Black Bold ltalic

Arabic Typesetting
Arial

Font color: Underline style:
I | | (none)
Effects
[ strikethrough
|:| Double strikethrough
[] superscript
D Subscript

Underline color:

Automatic

[Ign caps
[] Hidden

Preview

OuRr VacAaTtion

This font style is imitated for display. The closest matching style will be printed,

Set As Default Text Effects...

Figure 3-9

Working with Themes

Themes enable you to dramatically change the
look of a document quickly. They apply several
types of preset formatting to text, including font,
color, and object formatting. In a Word docu-
ment that contains only text, you won'’t notice

A theme is a file that contains
settings for fonts (heading and
body), colors, and object format-

A\

the effect changes when you switch to a differ-
ent theme, but the font and color changes will
be apparent.

All the Office applications use the same set of
themes, so themes can help you standardize
the look of your work across multiple applica-

ting effects (such as 3-D effects
for drawn shapes and SmartArt
diagrams, both of which you learn
about in later chapters). Themes
enable you to dramatically change
the look of a document quickly.

tions. For example, you could make the fonts and colors on a brochure you
create in Word similar to a presentation you create in PowerPoint.

You can also apply color themes, font themes, and/or effect themes
separately. This ability is useful when none of the available themes exactly
match what you want. After you select the right combination of colors,
fonts, and effects, you can save your choices as a new theme to use in other
documents (including in Excel, PowerPoint, and Word).
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“\gN\BEB
& Themes affect only text that hasn’t had manual formatting applied that

overrides the defaults. For example, if you've specified a certain font or
font color for some text, that text doesn’t change when you change the
theme. You can strip off manual formatting with the Clear All Formatting

button on the Home tab.

In the following exercise, you change the document’s formatting by applying a
different theme, theme fonts, and theme colors.

Files needed: Chapter 3 Vacation Formatting.docx, open from the preceding
exercise

1. In the Chapter 3 Vacation Formatting file, choose Design~>Themes, and
in the list of themes that appears (see Figure 3-10), choose Damask.

The colors and fonts in the document change to match the theme.

BHS 04+
HOME INSERT DESIGN PAGE LAYOUT REFE|

E T TITLE

Themes

Office = | Document Fi

Aai| Aa’ﬂ Aa‘% Ao’]

Ofee | fect | hmaga e

Ag A A Ag

1 a} = l 1 - To use a theme that someone

lon Board... Organic Retrospect Slice F else has given you’ choose
Acﬂ Aa H Aa E Aa ’] Designc>Themesc>Browse for
seecf ===l |===-@ .~ Themes. You can then specify the
Wisp Banded Basis Berlin g - .

ne location where the theme file is

a e 22 (2] . stor

Celestial Circuit D3mask Depth ing

Aa } Aa 1 Ap 7 Aa w

Doidend | Dropit | Hame MainEeent [<

Reset to Theme from Template
l'ﬁ Browse for Themes...
'!_'E Save Current Theme...

Damask
Figure 3-10
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GUCE
&

Point the mouse at several other themes and see their effects in the text
behind the open menu.

2. Click the Fonts button, and in the list of available theme font sets that
appears (see Figure 3-11), choose Calibri Light-Constantia.

The fonts in the document change.

GVCE
°?‘& Point the mouse at several other font themes and see their effects in the
text behind the open menu.
T H S R Chapter 3 Vacation Formatting docx - Word 7T =@ - x

HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Lois Lowe ~ n

r it TITLE H = Paragraph Spacing ~ D @ D
_— - [O] Effects -
F Colors | Fonts Watermark Page  Page
- - - @ SetasDefault - Color Borders
Georgla
Georgia

T

~]: Background -~

Document Formatting

Century Schoolbaok
Century Schoelk..
Century Schoolbook

Calibri-Cambria
Calibri
Carabiria

A

i

Our VacaTion
Arial-Times New Roman
Arial

Titnes New Rotoan

Dear Rosie:

&

‘We are having a wonderful time on our vacation. The weather has b Calibri Light-Constantia

Calibri Light
Constantia e

have been collecting seashells, and Judy and T have been enjoying tk

California is certainly a long way from home, and although we are
looking forward to being home again with our good friends. Century Gothic-Palatino ...

FIEIEIFIEIEIE

Century Gothic
a Palatino Linotype
Tw Cen MT-Rockwell
Tw Cen MT
a Roctoarell

Times New Roman-Arial
Times New Foman
Arial

ustomize Fonts...

=
9

C

PAGE1OF1 61WORDS []2 ENGLISH (UNITED STATES) Ed B -——+——+ %%

Figure 3-11

3. Click the Colors button, and in the list of available theme color sets
that appears (see Figure 3-12), choose Green Yellow.

The color of the glow around the heading changes to green.

4. Save your work.

Leave the document open for the next exercise.
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Figure 3-12

Applying Style Sets

At the top of the Font drop-down list on
the Home tab are two entries: one design-
ated for headings and one for body text.
If you use these settings rather than spec-
ifying individual fonts, you can reformat
the document by choosing a different
style set.

<W¥ . -
If you've manually applied specific

fonts, you won't see a change when
you apply a different style set. If you

ECEEETEE
EOEEEEEE
| sl ] ]

I

Customize Colors..

- @ SetasDefault

Color~ Borders

Page Background
Office

Office 2007 - 2010

Grayscale

Blue Warm

Blue
Bluell
Blue Green

Green

Gr:}}rl\fa\luw
Yell

Yellow Orange
Orange
Orange Red
Red Orange
Red

Red Violet
Violet

Violet I
Median

A style set is a preset combi-
nation of fonts, paragraph line
spacing, character spacing, and
indentation. Style sets enable you
to quickly change the look of the
document without manually refor-
matting each paragraph.

don’t get the results you expect with a style set, select the entire docu-
ment (press Ctrl+A), and then clear the formatting by clicking the Clear
Formatting button on the Home tab or by pressing Ctrl+space bar.
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1. In the Chapter 3 Vacation

Formatting file, triple-click the
Our Vacation title to select it, if
it’s not already selected.

. Choose Home=>Clear All

Formatting to remove all the
formatting you’ve applied to
the selected text.

See Figure 3-13. Notice that the
manual formatting is cleared, but
the font choice from the theme
applied in the preceding exercise
remains.

. From the Font drop-down list,

click Calibri Light (Headings) at
the top of the list.

The Our Vacation text changes
to the Calibri Light font.

Applying Style Sets

In the following exercise, you change the style set.

Files needed: Chapter 3 Vacation Formatting.docx, open from the preceding
exercise

Clear All Formatting button

BHS C4- -
HOME INSERT

-
% [Constantis (Bc - |11
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Paste o B I U ~ax,x* A-W¥-A

Clipboard = Font & Paragraph|

Chapter 3 Vac
DESIGN ~ PAGELAYOUT  REFERENCES

- A A Aa- A

Our Vacation
Dear Rosie:

‘We are having a wonderful time on our vac

have been collecting seashells, and Judy an:

California is certainly a long way from hom|

looking forward to being home again with

Figure 3-13

If you did not complete the preceding exercise, some other font may
appear at the top of the list, with (Headings) next to it. If so, choose that
font. The important part is that you choose the font with (Headings) next

to it.

. Select the rest of the document (everything except the Our Vacation

paragraph). Then open the Font drop-down list and select Constantia

(Body) at the top of the list.

. Click the Design tab on the Ribbon and then click the More button in

the Document Formatting group. (It’s the down-arrow button with the

horizontal line over the arrow.)

A list of available style sets appears. See Figure 3-14.
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&

GVICE
Pointing to an item allows you to preview it. Point to each of the style
sets on the Style Set menu, one by one, and watch the document’s

formatting change.

EHS 0L~ - Chapter 3 Vacatian Formatting.dacx - Word
HOME  INSERT  DESIGN  PAGELAVOUT  REFERENCES  MAILNGS  REVIEW  VIEW

This Document E; = Paragrd
[C] Effects

Colors Fonts
- . @setas(

Built-In

ir has been perfect. Flrd
Reset to the Default Style Set ying the pool.
Save as a New Style Set..
‘e are enjoying our trip,
looking forward to being home again with our good friends.

Figure 3-14

6. Choose Lines (Distinctive).
The Lines (Distinctive) style set is applied.

7. Triple-click the Our Vacation heading and change the font size to
18 points. Then click away from the text to deselect it.

The document looks like Figure 3-15.

QOur Vacation
Dear Rosie:

We are having a wonderful time on our vacation. The weather has been perfect. Elroy and George have been
collecting seashells, and Judy and I have been enjoying the pool.

California is certainly a long way from home, and although we are enjoying our trip, we are locking forward
to being home again with our good friends.

Figure 3-15

8. Save your work and close the document.

Leave Word open for the next exercise.




Copying Formats with Format Painter

Copying Formats with Format Painter

When many blocks of text need to be formatted the same way, it can be
tedious to select and format each block. As a shortcut, Word offers the
Format Painter feature. Format Painter picks up the formatting from one
block of text and applies it to another.

é‘g\‘l\BEH
& If you select the destination text, Format Painter copies only
character-based formatting (that is, the type of formatting created
by the commands in the Font group of the Home tab). If you click in
a paragraph as the destination, rather than selecting specific text,
Word copies both character and paragraph settings. Paragraph
settings include things like left and right indents, tab stops, and
spacing between lines.

In the following exercise, you copy the formatting from one block of text to
another.
Format Painter button

Files needed: Chapter 3 Jobs.docx |

T Chapt:

1. Open Chapter 3 Jobs and
save it as Chapter 3 Jobs
Formatting.

HOME INSERT DESIGN PAGE LAYOUT

Calibri (Body) ~|11 - A" A Aa- A i3

. Paste B I U-aex, x A-¥-.A- 5
2. Click and drag the mouse - W £

pointer across the text Job Clipboard Font =
Title to select it, and then L : o X Lol
choose Homer>Format
Painter (see Figure 3-16).

3. Click and drag across the text
Department/Group: to paint
the formatting onto that text. £2

lob Title:
The Format Painter feature ~

turns itself off automatically. Department/Group:

4. With the Department/Group:
text still selected, double-
click the Format Painter
button.

Figure 3-16

Double-clicking Format Painter rather than just clicking it once turns it
on so that it remains on until you turn it off.

5. Drag across each of the other headings in the blue-background boxes,
one after the other.

The formatting is copied to each of those blocks of text. When you’re
finished, the formatting looks like Figure 3-17.
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Job Posting
Anderson Supplies, Incorporated
Job Title: Controller Job Category: | Financial
Department/Group: | Accounting Job Code: 58374
Level/Salary Range: | $75,000 to $90,000 Position Type: | Full-time
Job Description

Figure 3-17

6. Click the Format Painter button to turn off the feature, and then save
your work.

Leave the document open for the next exercise.

Customizing Characters
and Their Spacing

Word processing has certainly come a long way since the days of the type-
writer. In some cases, you may want to adjust Word’s automatic character
spacing to create special effects.

Nowadays you can also fine-tune the characters in your document as pre-
cisely as the most high-end typesetting equipment of 20 years ago. Even
though Word isn’t considered a high-end desktop publishing program like
QuarkXPress or Adobe InDesign, it still has several features for adjusting the
typesetting in your document.

Adjusting character spacing

Text scale and spacing changes can help you
fit your text into an available space by subtly

changing the spacing between each letter. Character spacing refers to the
It may not be obvious to your reader that spacing between individual char-
you’ve made such a change, but the overall acters, and also secondarily to
effect is to increase or decrease the amount a character’s individual vertical
of space that text occupies on the page. positioning, such as with super-

script and subscript.




Customizing Characters and Their Spacing

The Scale setting controls the width
of each character. Changing the
scale makes the characters wider or

narrower in relation to their height. For

example, Figure 3-18 shows the same
text at 80-, 100~, and 150-percent scal-
ing. The 150-percent version looks like
it’s taller than the others, but that’s an
optical illusion; they’re actually all the

same height — only the width changes.

The Spacing setting controls the
blank space between letters. For
example, Figure 3-19 shows the same
text with different amounts of spac-
ing. Condensed spacing jams the
letters together; expanded spacing
spreads them out. These examples
are dramatic to show the differences
more clearly, but in most documents,
an adjustment of one point or less
may be sufficient.

93

On Sale Now 80%
On Sale Now 100%
On Sale Now 150%

Figure 3-18

Condensed by 1.7 points
Normal Spacing

Expanded by 1.7 points

Figure 3-19

In this exercise, you adjust the text scale and text spacing.

Files needed: Chapter 3 Jobs Formatting.docx, open from the preceding exercise

1. In Chapter 3 Jobs Formatting, scroll down to the bottom of the

document.

Notice that the text doesn’t quite fit on one page.

2. Select all the text in the bottom table cell, beginning with the Job

Purpose heading.

3. On the Home tab, click the dialog box launcher in the Font group

(see Figure 3-20).
The Font dialog box opens.

Dialog box launcher

m H ©- L Chapter 3 Jobs Formatting.docx - Word

HOME INSERT DESIGN PAGE LAMOUT

-
Dgg’ Calibri (Body] ~{11 ~| A" A Aa~- &

Pﬂjte e BT U-acx, x* A-%.4A

Clipboard Font

REFEREMCES MAILINGS

Figure 3-20
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4. In the Font dialog box, click the Advanced tab; from the Scale drop-
down list, choose 90% (see Figure 3-21), and then click OK.

Font Advanced
Character Spacing

Scale:

Spacing:

Points and above

Ligatures: Mone
Mumber spacing: Default

Mumber forms: Default

L]« Il<][<]

Stylistic sets: Default
[[] use Contextual Alternates

Preview

lob Purpose:

Set As Default | | Text Effects..

Figure 3-21

5. Scroll to the bottom of the page to see whether the text all fits on one
page now, and then click the dialog box launcher for the Font group
to reopen the Font dialog box.

6. From the Scale drop-down list, choose 100% to restore the text’s origi-
nal spacing; from the Spacing drop-down list, choose Condensed; in
the By box next to Spacing, click the up arrow to set the amount of
condensing to 0.4 point (see Figure 3-22), and then click OK.

A\ . L .
You'd think that clicking the up arrow would increase the amount of the

setting, but because it's condensing the text, a smaller number makes it
less condensed. So the number goes down as you click the up arrow.

7. Scroll again to the bottom of the document and notice that the text fits
on one page.

8. Save the document.

Leave the document open for the next exercise.
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Customizing Characters and Their Spacing

Set the amount by which
to condense the spacing.

ﬂ Advanced

Character Spacing
Scale: .100%
Spacing: 'Condensed E| By: |b,4pt I%
Position: .Norrnal El By: I%

[] kerning for fonts: “+| Paints and above

OpenType Features

Ligatures: Mone

Mumber spacing: Default
Mumber forms: Default
Stylistic sets: Default
[[] Use Contextual Alternates

Preview

Job Purpose:

| Set As Default . .Tert_Effms... . . Cancel

Figure 3-22

Enabling kerning

Kerning decreases the space between certain
pairs of letters based on their shapes. Kerning

can make a visual difference when two large Kerning is a spacing adjustment
letters are adjacent to each other and their made between two letters based
shapes happen to fit together, such as a V and on their shapes.

an A. Kerning places them closer together than
they typically would be, so it doesn’t look like
there is too much space between them. Kerning
is typically done only when the text is over a certain point size because at
smaller sizes, it’s not noticeable. Figure 3-23 shows examples of kerned and
unkerned text in Times New Roman at 100 points in size.

In this exercise, you enable kerning for text 18 points and larger.
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Files needed: Chapter 3 Jobs
Formatting.docx, open from the preced-
ing exercise

1. In Chapter 3 Jobs Formatting,
triple-click the Job Posting
heading at the top of the page
to select it.

2. On the Home tab, click the
dialog box launcher in the Font
group.

The Font dialog box opens.

3. On the Advanced tab, click the
Kerning for Fonts xx Points and
Above check box but leave the
default setting of 18 points as-is
(see Figure 3-24). Click OK.

Kerned

Unkerned

Figure 3-23

The selected text is kerned. The difference is subtle, so you might not

notice the change.

4. Save the document.

Leave the document open for the next exercise.

Enable kerning.

Fpnt | Adyanced

Chpracter Spacing
ale: 100%

v
"]

pacing: | Normal By:
Hosition: | Normal By:

% | Points and above

OpenType Features
Ligatures: Maone
Number spacing: | Default
Mumber forms: Default
Stylistic sets: Default
|:| Use Contextual Alternates

Preview

Joh Posting

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

Set As Default Text Effects...

Figure 3-24
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Creating custom superscript and subscript

You can change the vertical position of a charac-
ter, moving it up or down in relation to the other
characters around it. This is useful, for example,
when you want to adjust the position of a
superscript or subscript character. By adjust-
ing the character position, you can increase or
decrease the amount of raising or lowering.

In this exercise, you adjust the position of a super-
script numeral.

Superscript characters are raised
a certain amount above the base-
line, and subscript characters are
lowered a certain amount.

Files needed: Chapter 3 Jobs Formatting.docx, open from the preceding exercise

1. In Chapter 3 Jobs Formatting, click to move the insertion point after
$90,000 on the third row of the table, and then type 1.

2. Select the 1 you just typed, and choose Home=>Superscript to make
the character smaller and raise it above the baseline (see Figure 3-25).

Note the position of the 1 in relation to the adjacent 0.

Superscript button
El H ©- &~ -+ Chapter 3 Jobs Formatting.docx - Word
HOME INSERT ESIGN PAGE LAYOUT REFERENCES MAILING
Y a— a— R
D?’ Calibri (Body) ~ |11 AN Aa- B T-i=-Ye EE 8
=E]
Paste B I U-aex,x A-F-A-=E=== [=- H-H
Clipboard Font ] Paragraph
Job Post
E3 Anderson Supplies,
Job Title: Controller
Department/Group: | Accounting
Level/Salary Range: | $75,000 to $50,000
Job Description
Superscript number
Figure 3-25

3. With the 1 still selected, click the dialog box launcher for the Font

group, opening the Font dialog box.
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4. On the Advanced tab, from the Position drop-down list, choose
Raised. In the By box, leave the default setting of 3 points as-is (see
Figure 3-26), and click OK.

Font | Adyanced
Character Spacing
Seale: 100%
Spacing: | Normal
Position: R v By [3pt

|:| Kerning for fonts: %| Paoints and above

OpenType Features
Ligatures: None
Number spacing: | Default
Mumber forms: Default
Stylistic sets: Default
|:| Use Contextual Alternates

Preview

1

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

Set As Default | | Text Effects... Cancel

Figure 3-26

Notice that the 1 is now significantly higher
than the 0 adjacent to it. See Figure 3-27. §75,000 to 3901000‘

5. Save the document.
Figure 3-27

Leave the document open for the next exercise.

Controlling OpenType font options

OpenType is a kind of font file that Windows and Macintosh computers

use. Like the older TrueType fonts, OpenType fonts are fully scalable to any
size, but they also offer special capabilities for fine-tuning typeface settings,
such as

1~ Ligatures: A ligature is a combination of characters that’s written as a
glyph, that is, as though the characters together are a single character.
Most often ligatures are made up of pairs of letters, such as when the
lowercase letter fis combined with others. Look at the two lowercase fs
in the word different in Figure 3-28; the first instance of different does not
use a ligature, and the second one does. In the ligature version, the hori-
zontal lines on the fs are fused.
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»* Number spacing: Number char- -
acter spacing can be either pro-
portional (in which numbers are I e r e n
spaced like letters, with varying
widths) or tabular (in which each
number has the same width).
Each font has a default setting,
but you can override it. .
v+ Number forms: Numbers can I e r e n t
be either lining (not extending
below the baseline of the text, Figure 3-28
and all the same height) or old-
style (extending below the base-
line or centered higher on the line). < g
Each font has a default setting, but Sty hSth Set 1
you can override it.

1 Stylistic sets: Some fonts contain multiple

stylistic sets (up to 20), which contain alter- St}/hSth Set 2

natively formed versions of some characters.
You can choose among the stylistic sets that
a font provides (if any). This is different from

Word’s style sets. See Figure 3-29. S ’[y [LS t[C Se t 3

v Contextual Alternates: This feature, when
enabled, changes the shapes of letters or
combinations of letters based on surrounding
characters. This can be used to make script [' .
fonts look more natural and flowing, or to use Sty lSth Set 4
alternative letter forms at the start or end of
words or next to punctuation. Figure 3-29

For more information about OpenType features in Word, see http://
office.microsoft.com/en-us/word-help/opentype-
options-in-the-font-dialog-box-HA101809106.aspx.

Not all OpenType fonts include all these features. The Calibri, Cambria,
Candara, Consolas, Constantia, and Corbel fonts all contain various
OpenType features, as does Gabriola, a font that comes with Windows 7. If
you have Gabriola available, it’s the best one to experiment with because it
contains the most OpenType features.

In this exercise, you modify OpenType options.

Files needed: Chapter 3 Jobs Formatting.docx, open from the preceding exercise
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1. In Chapter 3 Jobs Formatting, select the two paragraphs of text above
the table.

2. On the Home tab, click the dialog box launcher to open the Font
dialog box.

3. In the Font dialog box that appears, on the Advanced tab, open the
Ligatures drop-down list, choose All, and click OK.

Notice that now the ¢ and the i in Posting run together.

4. Press Ctrl+Z to undo the action to see how it looked before apply-
ing the ligature; then press Ctrl+Y to redo the action to reapply the
ligature.

5. Select the salary range ($75,000 to $90,000%), and then click the dialog
box launcher in the Font group to reopen the Font dialog box.

6. In the Font dialog box, on the Advanced tab, from the Number
Spacing drop-down list, choose Proportional, review the sample in
the bottom of the dialog box to see how the text will change, and then
click OK to apply the change.

7. Select the job code (58374), and then click the dialog box launcher in
the Font group to reopen the Font dialog box.

8. In the Font dialog box, on the Advanced tab, from the Number Forms
drop-down list, choose Old-Style, review the sample in the bottom of
the dialog box to see how the text will change, and click OK.

9. Save the document and close it.

Exit Word.

Summing Up

Word makes it easy to create a basic document. You can either start typing in
the blank document that opens automatically at startup or choose one of the
templates provided. Here are the key points this chapter covered:

v Fonts, or typefaces, are lettering styles. Choose a font from the Home
tab or from the Mini Toolbar.

v Font sizes are measured in points. A point is ¥ of an inch. Choose font
sizes from the Home tab or from the Mini Toolbar.

1 A style set applies a different appearance to a document, including fonts,
paragraph spacing, character spacing, and indentation. To change the
style set, choose Homer>Change Stylest>Style Set.

1 Some text attributes and effects can be applied from the Mini Toolbar or
the Font group on the Home tab. Others must be applied from the Font
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dialog box. To open the Font dialog box, click the dialog box launcher in
the Font group.

v A theme is a file that contains settings for fonts, colors, and object for-
matting effects. Apply a theme by choosing Design=>Themes.

v Scale is the width of each character; spacing is the blank space between
characters.

»* You can control scale and spacing on the Advanced tab of the Font
dialog box. Click the dialog box launcher for the Font group to access it.

v Kerning adjusts spacing between two characters based on their shapes.

v Some OpenType fonts offer special typesetting options. For example, a
ligature is a combination of characters that’s written as though the char-
acters are a single character.

Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. Open the file Chapter 3 Summary.docx and save the file as Chapter 3
Try It.docx.

2. Change the style set to Shaded, and then change the theme to Ion.

3. Select the entire document and clear all manual formatting from it.

4. Apply the Cambria font to the body text of the article, and then
condense the body text by 0.5 point.

5. Enable ligatures of all types, and then set the scale on the title
(Wuthering Heights) to 150 percent.

6. Close Word, saving all changes when prompted.

Know this tech talk

attributes: Formatting options such as bold, italic, and underline.

character formatting: Formatting that affects only individual characters,
such as font choices. Contrast this to paragraph formatting, such as
indentation and line spacing, that affects entire paragraphs.

character spacing: The spacing between the individual characters in a
paragraph.
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effects: Special WordArt-style effects, such as glow, reflection, and
shadow, applied to text.

font: Also called a typeface. A style of lettering, such as Arial, Times New
Roman, or Calibri.

ligature: The combination of two letters together, forming a glyph
(or graphic).

lining number form: Numbers that begin at the baseline and are of the
same height.

old-style number form: Numbers that may be above or below the base-
line and may be different heights.

OpenType: An advanced type of scalable font that includes special type-
setting features.

point: A unit of measure that’s %z of an inch. Font size is measured in points.

proportional spacing: Spacing that’s dependent on the width of the
character.

scale: The setting that modifies the width of each character from its
default of 100 percent.

spacing: A setting that controls the blank space between letters.

standard color: A fixed color that doesn’t change when you change to a
different theme.

style set: A set of font, indentation, and line spacing options.

stylistic set: An alternative set of characters stored in an OpenType font
file, dictating different looks for certain characters.

tabular spacing: Spacing that’s the same for every character.
template: An example file on which new documents may be based.

theme: A set of font, color, and graphic effect settings stored in a separate
file, accessible to all Office applications.

theme color: A set of color choices that are applied to color placeholders
in a document.

typeface: See font.
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Formatting

Paragraphs

v Paragraph formatting enables you to control the
indentation, line spacing, and horizontal alignment of
a paragraph.

Define New Number Format  ?

v Indenting a paragraph can set it off visually from the
rest of the document for greater emphasis.

Mumber format
MNumber style:
A B, C . w Font... R
Number fomat: v To make a text-heavy document easier to read,
5 increase its line spacing so that more space appears
UL between each line.

Left w

Preview

v Custom tab stops enable you to control the position
the insertion point moves into when you press the
A m— Tab key.

c v Create a numbered list to organize a list in which the
order of the items is significant; use a bulleted list
when the order is not significant.

concel v~ Adding a border or shading to a paragraph makes it
stand out from the rest of the document.
Colors ?

Stancard [casien

Colors: Cancel

Current
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aragraphs are essential building blocks in a Word document. Each

time you press Enter, you start a new paragraph. If you've ever

seen a document where the author didn't use paragraph breaks,

you know how important paragraphs can be. Breaking the content into logical

chunks helps the reader understand your meaning.

Formatting your paragraphs helps anyone reading your documents even
more, and you explore how in this chapter. First, make sure you understand a
few basics:

v Paragraph formatting is formatting that affects whole paragraphs and
cannot be applied to individual characters. For example, line spacing is
a type of paragraph formatting, along with indentation and alignment.

v How paragraph formatting is applied depends on what you’ve selected:

\\J

e If you apply paragraph formatting when
no text is selected, the formatting
applies to the paragraph in which the
insertion point is currently located.

e [f you apply paragraph formatting when
text is selected, the formatting applies
to whatever paragraphs are included
in that selection, even if only one char-
acter of the paragraph is included.

Paragraph formatting is format-
ting that affects whole paragraphs
and cannot be applied to individ-
ual characters. For example, line
spacing is a type of paragraph
formatting, along with indentation
and alignment.

It's quick and easy to select multiple paragraphs at once and then format

them as a group.

To set the paragraph formatting for the entire document at once, press
Ctrl+A to select the entire document and then issue the paragraph

formatting commands.
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In this chapter, you learn how to apply various types of formatting to para-
graphs. For example, you learn how to adjust the spacing and alignment of
a paragraph, how to create bulleted and numbered lists, and how to manage
tab stops and indents. You also find out how to spotlight a paragraph by
adding a border and shading to it.

Aligning Paragraphs

Most of the time, aligning paragraphs refers to horizontal alignment, or where
the paragraph aligns in relation to the right and left margins. In Word, your
choices are Align Text Left, Align Text Right, Center, and Justify. Figure 4-1
shows an example of each of the alignment types.

Video provides a powerful way to help you prove your point. When you click Online Video, you can — Lef‘t
paste in the embed code for the video you want to add. You can also type a keyword to search online for

the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover page, and
text box designs that complement each other. For example, you can add a matching cover page, header, 4+—— Center
and sidebar. Click Insert and then choose the elements you want from the different galleries.

Themes and styles also help keep your document coordinated. When you click Design and choose a new
Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply +—— nght
styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a picture fits g
in your document, click it and a button for layout options appears next to it. When you work on a table, | J UStlfIEd

click where you want to add a row or a column, and then click the plus sign.

Figure 4-1

Each of those is pretty self-evident except
the last one. Justify aligns both the left and
right sides of the paragraph with the mar-
gins, stretching out or compressing the text
in each line as needed to make it fit. The final
line in the paragraph is exempt and appears
left-aligned.

Q‘&N\BEB
& If you apply Justify alignmentto a

paragraph that contains only one line,

it looks like it's left-aligned. However, if
you then type more text into the para-
graph so it wraps to additional lines, the
Justify alignment becomes apparent.

Horizontal alignment refers to
the positioning of the paragraph
between the right and left mar-
gins. Vertical alignment refers to
how paragraphs are positioned
between the top and bottom mar-
gins. Most documents start at the
top, but you can align documents
to the center or bottom of your
document, too. You might use this
feature if you're creating a cover
page, for example, or a business
letter. Chapter 6, which is all about
formatting special pages and sec-
tions, covers vertical alignment.
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In the following exercise, you apply horizontal alignment changes to a business
letter.

Files needed: Chapter 4 Time Out.docx

1. In Word, open Chapter 4 Time Out from the data files for this chapter
and save it as Chapter 4 Time Out Letter.

2. Select the first three lines (the facility’s name and address) and then
choose Home=>Center or press Ctrl+E (see Figure 4-2).

Center button

BH S 04 - Chapter 4 Time Out Letter.docx - Ward ? @ - x
HOME ~ INSERT  DESIGN ~ PAGELAYOUT | REFERENCES ~ MAIUNGS — REVIEW  VIEW Lois Lowe ~
6 C o : #Find -
- - - A . A
Ogy A A A : 29| nambcenc AsBbceD: AaBbC AaBbCel — Repice
5 - wac
Paste & B I U -aex,x A-¥-A- = D TNormal | TNoSpac.. Heading! Heading2 [s| |\ o

Clipboard & Font & Paragraph & Styles 5 Editing ~

& Time Out Sports
2857 W. Carmel Drive
Fishers, IN 46051

October 23, 2013

Mr. Charlie Lutz
475 E. Main Street
Carmel, IN 46025

Figure 4-2

3. Click in the first body paragraph (the paragraph that starts with
“Thank you . . .”) and then choose Homer>Justify or press Ctrl+J.

The paragraph changes to Justify alignment.

4. Select the last four body paragraphs of the document (starting with
“Our sales and support staff. . .”) and click the Justify button again.

Those paragraphs change to Justify alignment. Figure 4-3 shows the results.

5. Save the changes to the document.

Leave the document open for the next exercise.
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BHS 0§ - Chapter 4 Time Out Letter.doce - Word T E - 8 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Lois Lowe ~ “
LT . v = 5= i Find ~
- - ) A
e Calibri (Body) ~ |11 A A Aa =5 8 | pasbeene] asBbcede AaBbC AaBbCcl | e
ac
Paste . M .a . A . = Lo =
e ¢ B I U vaex X AW A =- Oy TNomal | TMoSpec.. Heading1 Heading2 [<| [ oo\
Clipboard & Font Paragraph [ Styles 5 Editing -~

Carmel, IN 46025 -
Dear Mr. Lutz:
Thank you for your recent purchase of a FK2000 recumbent exercise bike from Time Qut Sports. We are
delighted that you have put your trust in Time Out Sports for this important purchase. Some of the
benefits of purchasing from Time Out Sports include:
Free in-heme setup
Free in-home fitness consultation
12 month warranty
Unlimited telephane and e-mail support
Our sales and support staff is ready and waiting to be of assistance to you in setting up and learning to
use your new equipment. When you are ready to schedule your free in-home appointment with one of
‘our setup technicians or personal trainers, please call 317-555-8569.
Our trainers are invested in your success! Paul Cutler, senior trainer, has this to say:
“Ireally enjoy calling on new equipment owners in their homes and helping them set up a fitness regimen %
that will work with their schedules. Helping people get healthy and fitis ene of the most rewarding aspects
of my work.”
We appreciate your business, and hope that you will think of Time Out Sports for your next purchase of
fitness equipment.
Best wishes,

PAGE1OF1 1240F217WORDS [[Z  ENGLISH (UNITED STATES)

Figure 4-3

Spacing Lines and Paragraphs

A paragraph has three values you can set for its spacing:

v Line spacing is the space between the lines within a multiline paragraph.

1~ Before is extra spacing added above the first line of the paragraph.

v After is extra spacing added below the last line of the paragraph.

You can set line spacing to any of several
presets such as Single, Double, and 1.5 Lines,
or to an exact value measured in points. You
may remember from Chapter 3 that a point
is 1/72 of an inch. Space before and after a
paragraph is specified in points, too.

WNG/
&Vg\ If you specify an exact amount of space
per line and you change the font size,
the text may not look right anymore. For
example, if you change the font size to a
larger size than the exact spacing is set

Vertical spacing refers to the
amount of space (also known as
the leading) between each line.
The first part of the word /leading
is pronounced like the hazardous
metal common in old houses (not
like the abbreviation for leader on
a business project).

for, the lines might overlap vertically. If you aren’t sure what font sizes you

need, don’t use exact spacing.
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In the following exercise, you change the vertical spacing for paragraphs in
a letter.

Files needed: Chapter 4 Time Out Letter.docx, open from the preceding exercise
1. In the Chapter 4 Time Out Letter document, press Ctrl+A to select the
entire document.

2. Choose Home='Line Spacing=>1.0 (see Figure 4-4).

The line spacing in every paragraph changes to single spacing.

Line Spacing button

- M Chaptdr 4 Time Out Letter.docx - Word
EHS 01 P
HOME INSERT DESIGN PAGE LAYOUT REFERENCE! MAILINGS. REVIEW VIEW

X B
- A A Aa- & T & a
DE@ A A ha-d € 2L | paBbceDe AsBbCeDe AaB
Pa'sta e BIU-s#x.x A-¥-A- == = [« | TNormal | THoSpac.. Headi
Clipboard Font ] Styles
Dear Mr. Lutz: '
13
Thank you for your recent purchase of a om Time Out Sport]

delighted that you have put your trust i ant purchase. Sol

benefits of purchasing from Time Out Spc 25
Free in-home setup 0
Line Spacing Options...

Free in-home fitness consultation
Add Space Before Paragraph

RN

12 month warranty Remove Space After Paragraph

Unlimited telephone and e-mail support

Figure 4-4

3. Select the paragraph beginning with “Free in-home setup . . .” and the
next two paragraphs following it.

4. Click the Line Spacing button again and then choose Remove Space
After Paragraph (see Figure 4-5).

EHS 04+ Chapter 4 Time Out Letterdock - Word
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW

"DE}" Calibri(Body) |11 - A" A Aa- Ao

.. =t
M v == i T | sasbcen AaBbCcDe A

f=- O« | TNormal | TNoSpac.. H

ER
Paste & B T U -aex, x* A-W¥-A-

1.0

Clipboard & Font £} Para Style:
Carmel, IN 46025 7| 1.15
Dear Mr. Lutz: 15
20
Thank you for your recent purchase of a 2s om Time Out
delighted that you have put your trust | - ant purchase.

benefits of purchasing from Time Out Spc 30

Line Spacing Options...
Free in-home setup

Free in-home fitness consultation
12 month warranty
Unlimited telephone and e-mail support

Add Space Before Paragraph

[ e

REMOESpaceA&erParagraph

Figure 4-5
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5. Select the Time Out Sports heading at the top of the document.

6. Click the Line Spacing button again and choose Line Spacing Options.

The Paragraph dialog box opens.

\P
) You can also click the dialog box launcher for the Paragraph group to

open the Paragraph dialog box if you prefer that method.

7. Decrease the value in the After text box to 6 pt (see Figure 4-6) and
then click OK to accept the new setting.

Set the After value to 6 pt.

Indents and Spacing| | Line and Page Breaks
General
Alignment: Centered Z|

Qutline level: Bogy Text E Collapsed by default

Indentation
Left: o ~ Special: By:
Right: o | (none) vl

[ Mirror indents

Spacing
Before: 0 pf ~ Line spacing: At
After: Bet 2] [Muttiple v] [1as
|:| Don't add space between paragraphs of the same style

Preview

Sl Tt Sarm sl Tt Sl Tt Sl Tt Srmsla Tt Srmslo Toot Samisd Tt Samhan Taost
Sl Tt Sarm sl Tt Sl Tt Sl Tt rm sl it Sarmlia Tt s Tt Sarm i Taot
Sl et Sarmpsla Tt Sarmsla Tt Sarmsla Toot Samiste Tt

Set As Default | Cancel

Figure 4-6

8. Triple-click the quotation paragraph to select it, and then click the
Line Spacing button again and choose Line Spacing Options.

The Paragraph dialog box opens again.
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9. From the Line Spacing drop-down list, choose Exactly; then type 15
into the text box to its right (see Figure 4-7) and click OK.

Set Line Spacing to exactly 15 pt.

Indents and Spacing | Line and Page Breaks

General

Alignment: Justified IZ|

Indentation

Left: = Spedial:

Outline level: | Body Text IZ| Collapsed by d

Right: _0' =1 (none)

[ Mirror indents

Spacing

Before: _Upt +| Line spacing:

At

After: 10 pt %| Exactly

v] [1spt ¥4

Preview

|:] Don't add spage between paragraphs of the same style

reaarding aspecs of my work ™

U vl iy caling en new squipment cwnas o e homes and helping tem s up o Snes
ragimin tan will were with Sl ichadule Helping pecgle gt hadtvy nd 1 is cre of he mest

| Tebs.. Set As Default

Cancel

Figure 4-7

Q.‘“CE
03} For more practice, set the font size for the paragraph you just formatted
to 24 points and watch what happens to the line spacing; it stays at 15
points, and the lines overlap. Press Ctrl+Z to undo when you're finished

experimenting.

10. Save the changes to the document.

Leave the document open for the next exercise.
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Indenting a Paragraph

When you want to emphasize a paragraph, such as a quote, by setting it off

from the body text, turn to Word’s indent features.

If you're new to indentation, here’s what you need

to know:

»* When a paragraph has no indentation, it’s allowed to take up the full
range of space between the left and right margins.

1 When you set indentation for a paragraph, its left and/or right sides
are inset by the amount you specify, as shown in Figure 4-8.

who lived from 1561 to 1626:

Travel, in the younger sort, is a part of education; inthe
elder, apart of experience. He that travelleth into a
country hefore he hath some entrance into the language,

goeth to school, and not to travel.

Here is a quotation about travel by Francis Bacan, a writer and philosopher

Figure 4-8

In addition to a left and right indent value,
each paragraph can optionally have a special
indent for the first line:

1~ A first-line indent (clever name) occurs
when the first line is indented more
than the rest of the paragraph. You're
probably familiar with first-line indents
from reading novels or reports. To help
the reader’s eye catch the beginning of
a paragraph, most long documents use
either a first-line indent or extra vertical
space between paragraphs (not both).

Indentation is the amount that a
paragraphisinsetin relationto the
left and right margins. A first-line
indent is present when the first
line's indentation is more than that
of the subsequent lines. A hang-
ing indent is the reverse — the
first line is indented less than the
other lines.

» A hanging indent occurs when the first line is indented less than the
rest of the paragraph. Hanging indents are typically used to create list-

ings. In a bulleted or numbered list, the bullet

or number hangs off the

left edge of the paragraph in a hanging indent. However, in Word, when
you create bulleted or numbered lists (covered later in this chapter),
Word adjusts the paragraph’s hanging indent automatically, so you don’t

have to think about it.
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Indenting a Paragraph

Applying indents
Word has two main tools for indenting paragraphs:
v The Decrease Indent and Increase Indent buttons on the Home tab: The

Home tab offers a quick and easy way to indent a paragraph along the left
margin.

+ The Paragraph dialog box: Here, you can apply first-line or hanging
indents and set precise amounts of indentation for the left or right margins.
In the following exercise, you apply indents to paragraphs in a letter.

Files needed: Chapter 4 Time Out Letter.docx, open from the preceding exercise

1. In the Chapter 4 Time Out Letter document, triple-click the paragraph
containing the quotation to select it (the paragraph that begins with
“I really enjoy . ..”).

2. Choose Home=Increase Indent.

The left indent increases by 0.5 inch. See Figure 4-9.

Increase Indent button

———

BHS 0&- - Chapter 4 Timd Out Letter.doc - Word 2 @ - 8 x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES JAILINGS REVIEW VIEW Lois Lowe ~
oy Y - . L i Fina -
- - ) A
g Calibri (Bedy) - |11 A A A = 2 1 | aasbcene AsBbccd: AaBbC AaBbCcl 7 e Reploce
“ac
Paste . : Laly L. : —
Ste ¢ B I U ek x A-W-A & TNommel | TNoSpac.. Heeding 1 Heading2 5| |y ¢\
Clipboard & Font = Paragraph & Styles 5 Editing ~
Carmel, IN 46025 -
Dear Mr. Lutz:
Thank you for your recent purchase of a FK2000 recumbent exercise bike from Time Out Sports. We are
delighted that you have put your trust in Time Out Sports for this important purchase. Some of the
benefits of purchasing from Time Out Sports include:
Free in-home setup
Free in-home fitness consultation
12 month warranty
Unlimited telephone and e-mail support
Our sales and support staff is ready and waiting to be of assistance to you in setting up and learning to
use your new equipment. When you are ready to schedule your free in-home appointment with one of
our setup technicians or personal trainers, please call 317-555-8569.
Our trainers are invested in your success! Paul Cutler, senior trainer, has this to say:
“I really enjoy calling on new eguipment owners in their homes and helping them set up a fitness
regimen that will work with their schedules. Helping peaple get healthy and fit is one of the mast
rewarding aspects of my work.”
‘We appreciate your business, and hope that you will think of Time Out Sports for your next purchase of
fitness equipment
Best wishes,
Larry Rhodes

PAGE1OF1 410F217WORDS [ ENGLISH (UNITED STATES)

Increased left indent
Figure 4-9
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3. Click the dialog box launcher in the Paragraph group to open the
Paragraph dialog box.

4. Click the up arrow on the Right text box to increase the right indent
to 0.5 inch (see Figure 4-10) and then click OK.

The paragraph is indented 0.5 inch on each side.

Right indent increased to 0.5"

Indents and Spacing | Line and Page Breaks
General
Alignment: Justifled Z|

Outline level: Body [Text v Collapsed by default

Indentation

Left: 05 ' Special: By

Right: los— |5 (none) vl =

[] Mirror indents

Spacing
Before: Dpt— Line spacing: At:
After: 10pt |2 |Exactly v| [15pt 2]
[l Don't add spage between palaéraphs of the same style

Preview

0 rely oy calling o0 et el Bt Gwrrs i Sl hamis and hel ping fam e
& B regiemen St will werk with Shair sehadules. Holsing el e had sy and
Bt s 0na of tha modt rewarnding mpec of my work.”

Set As Default | Cancel

Figure 4-10

5. Click in the paragraph that begins “Our sales . . .” and then click the
dialog box launcher again to reopen the Paragraph dialog box.

6. From the Special drop-down list, choose First Line.

A first-line indent default value of 0.5 inch appears. See Figure 4-11.
7. Click OK.

That paragraph is now first-line indented by 0.5 inch.
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First line indent set to 0.5"

You can also create a first-line
indent by positioning the inser-
tion point at the beginning of a

Indents and 5pacing | Line and Page Breaks

General

Algnment. | Justiied v paragraph and pressing the Tab
Outline level: |BodyTedt v Collapsed by default key Typ|ca||y thlS WOU|d place
sentaton a 0.5-inch tab at the beginning
Lt > speciat of the paragraph, but Word's

einG

. AutoCorrect feature immediately

Right: 0 =

[ iror ingents converts it to a real first-line
indent for you.

Spacing

Before: Opt z Line spacing: At

After: 10pt |5 Multiple vl (115 |5

D Don't add space between paragraphs of the same style

Preview

Tabs... Set As Default Cancel

Figure 4-11

Q_“\CE
03} For more practice, try setting a hanging indent for one of the remain-
ing paragraphs. Choose Hanging from the Special drop-down list in the
Paragraph dialog box. When you're finished, press Ctrl+Z to undo.

8. Save the changes to the document and close it.

Leave Word open for the next exercise.

Adjusting indents with the Ruler

If the Ruler is displayed in Word, you can see indent markers on it showing
where the current paragraph is indented. Choose Viewr>Ruler to toggle the
Ruler on or off.

If no indents are applied, the indent markers coincide with the margins. The
margins are represented on the Ruler by the areas where the Ruler’s color
changes from dark gray to light gray.
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The indent markers are as follows:

1 Down-pointing triangle at the left: First-line indent. Drag this triangle to
adjust the indent of the first line only.

v Up-pointing triangle at the left: Subsequent-lines indent. Drag this tri-
angle to adjust the indent of all lines except the first one.

1 Rectangle at the left: Left indent. Drag this rectangle to adjust the over-
all left indent for the paragraph. If the triangles at the left are not both at
the same position, dragging the rectangle will adjust the left indent pro-
portionally, keeping the current relationship between the two.

v Up-pointing triangle at the right: Right indent. Drag this triangle to
adjust the right indent. You can’t adjust the right indent for different
lines in the same paragraph separately.

Figure 4-12 shows the indent markers on the Ruler for a paragraph that’s
indented 1 inch at both left and right margins and the first line is indented an
additional 0.5 inch.

Subsequent-lines indent

(triangle)

First-line indent Right indent

1 Lé 3 3 4 B % 6 7

Leftindent (rectangle)
Figure 4-12

In the following exercise, you adjust indents using the Ruler.
Files needed: Chapter 4 Time Out Letter.docx

1. In Chapter 4 Time Out Letter, click in the quotation paragraph.

The indent markers for that paragraph appear on the Ruler. If the Ruler
doesn’t appear, select the Ruler check box on the View tab.

2. Drag the left indent marker (the rectangle at the left) to the 1" mark on
the Ruler.

Be careful that you drag the rectangle, not one of the triangles.

3. Drag the right indent marker (the triangle at the right) to the 5.5"
mark on the Ruler (see Figure 4-13).
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Setting Tab Stops

Set the Right indent to 5.5”

EHS 04 -+ Chapter 4 Time Out Letter.docx - Word 7 E - b

HOME  INSERT  DESIGN  PAGELAYOUT ~ REFERENCES ~ MAIUNGS — REVIEW | VIEW Lois Lowe ~
[.] D E‘@ [Z] outline ¥/ Ruler O\ [‘:, [E One Page EE E E EE] D{T

[=] Draft Gridlines I [H Multiple Pages 5 g

Read Print Web ) Zoom 100% ) New Amange Split Switch  Macros
Mode Layout Layout Navigation Pane B Page Width Window ~ All fie dow Position | windows =+
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learning to use your new equipment. When you are ready to schedule your free in-hame appointment
with one of our setup technicians or personal trainers, please call 317-555-8569.

Qur trainers are invested in your success! Paul Cutler, senior trainer, has this to say:

“I really enjoy calling on new equipment owners in their homes and
helping them set up a fitness regimen that will work with their schedules.
Helping people get healthy and fit is ane of the most rewarding aspects
of my work.”

We appreciate your business, and hope that you will think of Time Out Sports for your next purchase of
fitness equipment.

Figure 4-13

4. Click in the paragraph that begins “Our sales and support...”

Note that the two triangles on the left end of the Ruler are not aligned
with one another; the first-line indent is set at 0.5".

5. Drag the first-line indent (the upper triangle) to the left margin (0" on
the Ruler).

The first-line indent is removed from the paragraph.

6. Save and close the document.

Leave Word open for the next exercise.

Setting Tab Stops

Tab stops are position markers in a paragraph
that specify where the insertion point will move

when you press the Tab key. By default, a para-

graph has tab stops every 0.5 inch, but you can
change to some other interval or create custom
tab stops.

Tab stops can have different alignments.
Figure 4-14 shows the different ways tab stops

Tab stops are position markers in
a paragraph that specify where
the insertion point will move when
you press the Tab key.

can align columns of text, and the associated tab stop symbols on the Ruler.
Table 4-1 takes a closer look at the different types of tab stops.
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Left Decimal Center Right
BHS & - Docum{nt] - Ward 7 @ - &8 %
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW EW Lois Lowe ~ n
“D ( A A b AaBbCeD:| maBbceDe AaBhCi AdebCcl f"::dla(;
Pﬂj& ‘,; B I U -axx.X A-%¥-A- TNormal | TNoSpac.. Heading1 Heading 2 E E(SeI:ct'
Clipboard & Font n Styles . Editing ~
3 f g fi [ 3L . s PR |
First Last Average Position City
John Smith 3.424 Catcher Oakland
Terry Rutherford 22 Left Field Sacramento
7 Bruce Ellis 3.100002 Second Base Fresnol
Figure 4-14
Tab Stop Looks Like How It Works
Alignment
Left (default) The letter L After you press Tab, begins
text at the tab stop position
Right A backward L Moves text over so that its
end aligns with the tab stop
Center An upside-down T Centers the text from the tab
stop position
Decimal An upside-down T with a Aligns numbers so that their
black dot in its lower-right decimal points are at the tab
corner stop position

A tab leader is a character that repeats to
form a line that helps guide the reader’s eye

across the page. Any tab stop can have a A tab leader repeats to form a
leader applied to it. The leader fills in the line that guides the reader’s eye
space between that tab and the preceding across the page.

one with the leader character. For example,
in Figure 4-15, a leader has been applied to
the tab stop at the 6" position on the Ruler.




Setting Tab Stops

Right tab stop
BHS 04 - Document2 - Ward L 3
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW LmsanE'
o . . R i Find -
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<) cReplace
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e o B I U vaex, X A-¥op = THommal | 11No Spac.. Heading 1 | Heading2 (<] | ¢
Clipboard T Font I Paragraph ] Styles r] Editing -~
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Chapter 1 1
Chapter 2 14
Chapter 3 2
Leader

Figure 4-15

Creating tab stops

You can create tab stops with the Ruler or with the Tabs dialog box. The
following exercise shows both methods.

In the following exercise, you create tab stops and then use them to create a
multicolumn list.

Files needed: None
1. In Word, press Ctrl+N to start a new blank document and then press

the Tab key several times.

Notice that the insertion point moves 0.5" to the right each time you
press Tab. That’s because the default tab stops are at 0.5" intervals.

2. Press the Backspace key until the insertion point returns to the left
margin, removing all the tabs you typed.

3. On the Home tab, click the dialog box launcher in the Paragraph
group to open the Paragraph dialog box and then click the Tabs
button.

The Tabs dialog box opens.
4. In the Default Tab Stops box, click the up arrow until the setting is 1".
Default tab stops are now at 1" intervals.

5. In the Tab Stop Position box, type 5"; in the Alignment area, click
Right; in the Leader area, click 2 (the dotted line); and then click Set.
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10.

11.

12.

13.

The new tab stop appears on
the list below the Tab Stop
Position box. See Figure 4-16.

. Click OK to close the dialog

box.

. Type Chapter 1 and press the

Tab key once.

The insertion point moves to
the 5" tab stop.

. Type 1 and then press Enter.

The new paragraph has the
same tab stops as the preceding
one unless you change them.

. Choose Home=>Clear All

Formatting.

The right-aligned tab stop at 5"
is removed from the new para-
graph, leaving only the default
tab stops.

Press the Tab key twice.

Notice that the insertion point
moves 1" each time you press

Create a tab stop

ath"

Tab stgp position:

Use a leader.

Right-align the
tab stop.

Default tab stops:
1

Alignment

() Left

) Decimal

Leader

() 1 None

Oa

Figure 4-16

Tab stops to be ¢l

O

Clear All

Cancel

Tab because you redefined the default tab stops in Step 4.

Press the Backspace key twice to

remove the two tabs you typed and then
click the Tab Type button at the far left
of the Ruler until the tab type is center
(an upside-down T — the plain one, not
the one with the dot on its right side).

Click the Ruler at the 2.5" mark to

set a center-aligned tab stop there and
then press the Tab key once to move
the insertion point to the new tab stop.

Type Note: Page numbers are preliminary.

The Tab Type button toggles
among several tab and other set-
tings. If you accidentally click past
the center tab stop type, keep
clicking and it will come back
around again.

The text you type center-aligns with the tab stop. See Figure 4-17.

14. Save the document as Chapter 4 Tabs.

Leave the document open for the next exercise.
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Center-aligned tab stop
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When you set a custom tab stop,

all the default tab stops to the left

s J of that position are eliminated, so
ot Poge numbers e prelminen the first stop is your custom one.

Centered text under the tab stop
Figure 4-17

Changing and removing tab stops

WMBER
@&
&

The easiest way to change and remove tab stops is to work with them
directly on the Ruler. You can drag a tab stop to the right or left to shift its
position, or you can drag it off the Ruler entirely (up or down) to remove it.

To change a tab stop’s type, double-click the tab stop on the Ruler to open
the Tabs dialog box and make your changes there.

In the following exercise, you modify and remove tab stops.
Files needed: Chapter 4 Tabs.docx, open from the preceding exercise

1. In the Chapter 4 Tabs document, click in the paragraph that begins
with “Nete . ..”

The Ruler shows one custom tab stop for that paragraph: a center-
aligned tab at the 2.5" mark.

2. Drag the tab stop down off the Ruler to delete it.
The text reverts to left-aligned with the default tab stop at the 1" mark.

When no custom tab stops are set for a paragraph, the paragraph
reverts to the default tab stops. This paragraph has default tab stops

every 1" because in an earlier exercise, you changed the default from its
original 0.5" setting.
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3. Click in the Chapter 1 paragraph.
The Ruler shows a custom tab stop at the 5" mark.
4. Drag the custom tab stop from the 5" mark to the 6" mark on the Ruler.

The number 1 moves to the 6" mark on the Ruler, and the leader extends
to fill the extra space. See Figure 4-18.

B HEHS 04+ Chapter 4 Tabs.dacx - Word T E - 8 X
HOME  INSERT ~ DESIGN ~ PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW Lois Lowe ~
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Clipboard & Font IF Paragraph [+ Styles & Editing “
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Lesson 1 1
Note: Page numbers are preliminary
Figure 4-18

5. Save the document and close it.

Leave Word open for the next exercise.

Creating Bulleted and Numbered Lists

Word makes it easy to create bulleted and
numbered lists in your documents:

v Use a bulleted list when the order of
list items isn’t significant. The same
bullet character (such as ®) is used in
front of each item. You might use a bul-
leted list for a packing list for a trip, for
example, or a go-forward list.

A bulleted list is a list in which
each paragraph is preceded by
a symbol. A numbered list is a list
in which each paragraph is pre-
ceded by a number.

v Use a numbered list when the order of list items is significant and a
sequential step number is used to indicate order. For example, a num-
bered list might contain the steps for a recipe or a meeting agenda.

You can create a list from existing paragraphs, or you can turn on the list fea-
ture and type the list as you go. Either way, you're working with the Bullets
button or the Numbering button on the Home tab.
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Creating Bulleted and Numbered Lists

In the following exercise, you convert some paragraphs into a numbered list and
then change it to a bulleted list.

Files needed: Chapter 4 Time Out Letter.docx
1. Open the Chapter 4 Time Out Letter file, created earlier in this

chapter.

2. Select the list of four benefits, starting with “Free in-home setup . ..”
and then choose Homer>Numbering.

The list becomes numbered.
3. Click the Bullets button.
The list switches to a bulleted list. See Figure 4-19.

BHS O0&- - Chapter 4 Time Out Letter.dacx - Word T ®m - &5 X
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~
Dear Mr. Lutz:

Thank you for your recent purchase of a FK2000 recumbent exercise bike from Time Out Sports. We are

delighted that you have put your trust in Time Out Sports for this important purchase. Some of the
benefits of purchasing from Time Out Sports include:

Free in-home setup

12 month warranty

.
*  Free in-home fitness consultation
* Unlimited telephone and e-mail support

Our sales and support staff is ready and waiting to be of assistance to you in setting up and learning to
use your new equipment. When you are ready to schedule your free in-home appointment with one of
our setup technicians or personal trainers, please call 317-555-8569.

Figure 4-19

Leave the document open for the next exercise.

Changing the bullet character

You can use any character you like for the bullets in a bulleted list; you’re not
limited to the standard black circle. Word offers a choice of several common
characters on a palette accessible via the Bullets button, and you can also
select any picture or character from any font to use.

In the following exercise, you change the bullet character to several that are
text-based or graphical

Files needed: Chapter 4 Time Out Letter.docx, open from the preceding exercise
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1. In the Chapter 4 Time Out Letter document, select the four bulleted
paragraphs.

2. From the Home tab, click the down arrow on the Bullets button,
opening its palette (see Figure 4-20), and then choose the check mark
bullet.

The list uses that character.
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Thank you for your rec rom Time Out Sports. We are
delighted that you ha ; ‘/k tant purchase. Some of the
benefits of purchasing
Document Bullets
¥ Free in-home ¢

¥ Freein-home! g \/
~ 12 month war
v Unlimited tele <= Change List Level >

Define New Bullet...
Our sales and support in setting up and learning to

use your new equipment. When you are ready to schedule your free in-home appointment with one of
our setup technicians or personal trainers, please call 317-555-8569.

Figure 4-20

3. Click the down arrow on the Bullets button again, reopening its pal-
ette, and choose Define New Bullet.

The Define New Bullet dialog box opens.

4. Click the Symbol button to

open the Symbol dialog box. Font Wingdings 5
5. From the Font drop-down DLOIS|% | 9|0 & 2|6 KBRS R,
list, choose Wingdings if it's LR AT RO < #1417 C19/0/0/€
S MR AN €DV R AN e
::1.0gtalre‘:laéily)selected(see NNRAEEEERNOOR . EEEE
igure 4- ¢ Recently used symbols:

6. Click the six-pointed black star elef«[of o|™|2|#[<[>]+[x]|~|u|alp]
(scroll if needed to find it), g 22 Grarsctercoce 52| tom: | symbal gecnan [+
click OK to close the Symbol =l |
dialog box, and then click OK .
to close the Define New Bullet ~ Figure 4-21

dialog box.
The bulleted list appears with the new star bullets.
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7. Click the down arrow on the Bullets button again, reopening its pal-
ette, and then choose Define New Bullet.

The Define New Bullet dialog box opens.
8. Click the Picture button.

The Insert Pictures dialog box opens. See Figure 4-22.

x

Insert Pictures

:k From a file

Browse ¥,
Browse files on your computer or local network

l:l Office.com Clip Art

Royalty-free photos and illustrations

Bing Image Search
Search the web

Lois Lowe's SkyDrive
faithe@wempen.com

Browse b

Also insert from:

Figure 4-22

9. Click in the Office.com Clip Art text box and type bullet, and then
press Enter.

10. Click any of the picture bullets that appeal to you and then click Insert.
Choose one of the simple graphics, not one of the photos of gun bullets.
11. Click OK to close the Define New Bullet dialog box.
The picture bullets appear in the document.

12. Save the changes to the document.

Leave the document open for the next exercise.

Changing the numbering style

Changing the numbering style is much like changing the bullet character,
except you have a few extra options, such as choosing a starting number. You
can select from various styles of numbering that include uppercase or lower-
case letters, Roman numerals, or Arabic (regular) numerals.
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In the following exercise, you change the numbering format for a numbered list.
Files needed: Chapter 4 Time Out Letter.docx, open from the preceding exercise
1. In the Chapter 4 Time Out Letter document, select the four bulleted

paragraphs if they aren’t already selected.

2. From the Home tab, click the down arrow on the Numbering button to
open its palette.

3. In the Numbering Library section, choose the numbering style that
uses uppercase letters followed by periods (see Figure 4-23).
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Figure 4-23

4. Click the down arrow on the Numbering

5.

6.

button and then choose Define New
Number Format.

The Define New Number Format dialog box
appears.

In the Number Format text box, delete the
period following the shaded A and type a
colon (©), as shown in Figure 4-24.

Click the Font button to open the Font
dialog box, set the font size to 14 points
(see Figure 4-25), click OK to return to
the Define New Number Format dialog
box, and then click OK to accept the
new format.

Number format
Number style:
ABG ..

MNumber format:

Font...

E

Alignment:
Left

Preview

Cancel

Figure 4-24
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Font | Advanced |

Font: Font style:

<Headings Regular
Agency FB Italic
Aharoni Bold
Aldhabi Bold Italic
Algerian W

Font color: Underline style: Underline color:
| Automatic EI . E Mo Color E
Effects
[w] Strikethrough small caps
[»] Double strikethrough [®] &1l caps
[] Superseript [w] Hidden
El Subscript

Preview

Figure 4-25

Note: The black-filled check boxes in the Effects section of the Font dialog
box mean the attributes will be left at their current settings, and not speci-
fied one way or another by the number format being defined.

The list appears with extra- A Free in-home setup
large letters, followed by
colons. See Figure 4-26. B: Free in-home fitness consultation
7. Save the changes to the C: 12 month warranty
document. D: Unlimited telephone and e-mail support
Leave the document open for the Figure 4-26
next exercise.

Adding Borders and Shading

By default, a paragraph has no border or shading. You can add either or both
to a single paragraph or any group of paragraphs to make them stand out
from the rest of the document. You can use any border thickness, style, and
color you like, and any color of shading.
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Placing a border around a paragraph

A paragraph border appears around the outside of a single paragraph. If the
paragraph is indented, the border will also be indented (left and right only;
the indent doesn’t change for hanging or first-line indents).

If you place the same border around two or more consecutive paragraphs,
the border surrounds them as a group. That way, you can create groups of
paragraphs that appear boxed together for special emphasis.

In the following exercise, you add a border around a paragraph.
Files needed: Chapter 4 Time Out Letter.docx, open from the preceding exercise
1. In the Chapter 4 Time Out Letter document, click anywhere within the

quotation paragraph.

2. On the Home tab, in the Paragraph group, open the Borders button’s
drop-down list and choose Outside Borders.

A plain black border appears around the quotation paragraph. See
Figure 4-27. You can stop here if you want a plain border, but the next
steps show you how to format the border in different ways.

Outside Borders command
Borders button

BHS 04 - Chapter 4 Time Out Lefter.docx - Word ? @ - 8 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Lois Lowe ~

# Find -
T | maebeene| aebcede AaBbC AaBbCdl (-

ala . v

0 Calibri (Body) - |11 | A” A" Aa-
3¢ Replace

Pﬁ_ite,, B I U-aex,x [A-¥-A

Thormal | TfioSpac. Heading 1 Headng2 [<| [\ g\
Clipboard & Font ~ it Bottom Border Styles 5 Editing ~
. f it : Top Border s 5 7

- [#  Left Border
Dear Mr. Lutz: £ Right Border

Thank you for your recent purchase of a FK2000 rec ' Mo Border me Out Sports. We are
delighted that you have put your trust in Time Ou Al Borders archase. Some of the

benefits of purchasing from Time Qut Sports include [£] e gorde
A: Free in-home setup A Inside Borders

! Free in-home fitness consultation = Inside Horizontal Border

B
C: 12 month warranty I} Inside Vertical Border
D

: Unlimited telephone and e-mail support
Our sales and support staff is ready and waiting to ing up and learning to
use your new equipment. When you are readytos * - sointment with one of
our setup technicians or personal trainers, please ca [£] Draw Table
View Gridlines

Our trainers are invested in your success! Paul Cutl 3y
@ Borders and Shading...

“I really enjoy calling on new equipment owners in their homes and

helping them set up a fitness regimen that will work with their schedules.
- Helping people get healthy and fit is ane of the most rewarding aspects
of my work.”

We appreciate your business, and hope that you will think of Time Out Sports for your next purchase of
fitness equipment.

Best wishes,

PAGE1OF1 221WORDS [  ENGLISH (UNITED STATES)

Figure 4-27



Adding Borders and Shading

3. From the Border button’s drop-down list, choose Borders and Shading.

The Borders and Shading dialog box opens.
4. Click the Shadow button.

The border becomes thicker at the bottom and right sides, simulating a
shadow.

\\3

Check the results in the preview in the dialog box.

5. Click the Box button.

The border once again has the same thickness on all sides. Check the
results in the preview.

6. From the Color drop-down list, choose the Blue, Accent 1 theme color;
from the Width drop-down list, choose ! pt; in the Style area, click one
of the dashed lines; and in the Preview area, click the buttons that rep-
resent the right and left sides, turning off those sides (see Figure 4-28).

1=
]
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o
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Shadow
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3

[ | | | ]

Figure 4-28

Borders | Page Border | Shading

Style: Preview

~ Click on diagram below or
use buttons to apply borders

v
Color:
I
Width: [+ |
¥apt - w |——,

Apply to:
Paragraph v

Options...

(e} Cancel

Turn off the borders on the sides

7. Click OK to apply the border to the paragraph and then save the
document.

Leave the document open for the next exercise.
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Shading a paragraph’s background

\\J

Shading a paragraph helps it stand out from the rest of the document and
adds visual interest. You can use shading with or without a border.

As with a border, shading follows along with any indent settings you may have
specified for the paragraph. If the paragraph is indented, the shading is also.

Word applies only solid-color shading to paragraphs. If you want a
gradient shading behind a paragraph, or some other special shading
effect such as a pattern, texture, or graphic, place a text box (choose
Insert>Text Box) and then apply the desired shading to the text box as a
Fill, like you would with a graphic. Then type the desired text into the text
box. See Chapter 8 for more information.

In the following exercise, you add shading to a paragraph.
Files needed: Chapter 4 Time Out Letter.docx, open from the preceding exercise

1. In the Chapter 4 Time Out Letter document, click anywhere within the
quotation paragraph.

2. On the Home tab, in the Paragraph group, open the Shading drop-down
list and choose Blue, Accent 1, Lighter 80%, as shown in Figure 4-29.

BHS 0% - Chapter 4 Time Out Letter.doce - Word 7 @ - x
HOME = INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILUNGS  REVIEW  VIEW Lois Lowe - Y
- . i Find ~
- - - A A
[4 [cabri@oy -[n1 1A 4 Aa 2L | nagbcene aasbecoe AaBhC AzBbCCl

- %5cReplace

Paste . o =. - - -

e ¢ B I U -amex X =- [&-H TNomal | TMoSpac.. Headingl Heading2 [<| [ oo\
Clipboard Font [ paragrapn | Theme Colors Styles & Editing -~
5 : ¥ : N oEEEEEEE ,

Dear Mr. Lutz: I I I
HNRNERNER

Thank you for your recent purchase of a FK201
.. Standard Colors
delighted that you have put your trust in Tin EEEEE
. benefits of purchasing from Time Qut Sports ir

om Time Out Sports. We are
ant purchase. Some of the

No Color

A: Free in-home setup @ More Colors...
B: Free in-home fitness consultation

C: 12 month warranty
D:

Unlimited telephone and e-mail support

Our sales and support staff is ready and waiting to be of assistance to you in setting up and learning to
use your new equipment. When you are ready to schedule your free in-home appointment with one of
our setup technicians or personal trainers, please call 317-555-8569.

Our trainers are invested in your success! Paul Cutler, senior trainer, has this to say:
“| really enjoy calling on new equipment owners in their homes and
helping them set up a fitness regimen that will work with their schedules.
Helping pecple get healthy and fit is one of the most rewarding aspects
of my work.”

We appreciate your business, and hope that you will think of Time Out Sports for your next purchase of
fitness equipment.

Best wishes,

PAGETOF1 221wORDS [E  ENGLSH (UNITED STATES)

Figure 4-29
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3. Reopen the Shading drop-down list and

choose More Colors. Standsrd | Custom

Colors: Cancel

The Colors dialog box opens.

4. Click the Standard tab, click a light yellow
square (see Figure 4-30), and then click ©
OK to accept the new color choice.

5. Save and close the document.
e e

Exit Word. D

Current

Figure 4-30

Summing Up

Word provides several ways to format paragraphs and tables and to help
automate formatting. Here are the key points from this chapter:

v To apply horizontal alignment, use the buttons in the Paragraph group
on the Home tab. Your choices are Align Text Left, Align Text Right,
Center, and Justify.

»* You can set line and paragraph spacing from the Paragraph dialog box.

v A paragraph can be indented at the left or right (all lines) and can have a
first-line or hanging indent applied.

v To indent the entire paragraph at the left, you can use the Increase
Indent button in the Paragraph group on the Home tab.

v To set other indentation, open the Paragraph dialog box by clicking the
dialog box launcher in the Paragraph group.

v To set tab stops, click the Ruler. To remove tab stops, drag them off the
Ruler. You can also work with tab stops in the Tabs dialog box, accessed
from the Paragraph dialog box.

v To create a default numbered or bulleted list, use their respective but-
tons on the Home tab. Each button has a drop-down list from which you
can choose other bullet or numbering styles.

v To add a border to a paragraph, use the Border button’s drop-down list
on the Home tab.

v+ To add shading to a paragraph, use the Shading button’s drop-down list
on the Home tab.
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Try-it-yourself lab
For more practice with the features covered in this chapter, try the following
exercise on your own:
1. In a new document, type Shopping List and then center the paragraph.
2. Place a border and shading around the Shopping List text.

3. Below that paragraph, create a bulleted list consisting of at least eight
items you’d buy at a grocery store.

4. Indent the paragraphs of the bulleted list by 0.5" more than its default.

5. Save your document with a name of your choice and close Word.

Know this tech talk

border: An outline around an object.

bulleted list: A list in which each paragraph is preceded by the same
symbol.

first-line indent: A positive indent that affects only the first line of the
paragraph. When negative, it’s a hanging indent.

hanging indent: A negative indent that affects only the first line of the
paragraph. When positive, it’s a first-line indent.

horizontal alignment: The positioning of a paragraph between the right
and left margins.

indentation: The amount that a paragraph is offset from the left or right
margin.

justified: A horizontal alignment that stretches out the text so that it
touches both the right and left margins.

leading: Spacing between the lines of text.

numbered list: A list in which each paragraph is preceded by a consecu-
tive number.

paragraph formatting: Formatting that affects whole paragraphs and
cannot be applied to individual characters.

shading: The background fill in a paragraph or object.

tab stop: A position marker for a paragraph that indicates where the
insertion point should move when the Tab key is pressed.
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Standardizing Formatting

with Styles and Templates

Heading 9
Title

Subtitle

Update Subtitle to Match SelectiT
A Modify..

Select All: (Mo Data)

Remove All: (No Data)

Delete Subtitle...

Remove from Style Gallery

Disable Linked Style

Numbering and Bullets  ?

Numbering | Bullets

Bullet Library

Ve | W XK g O m

Define New Bullet...

Style Inspector 7 %

Paragraph formatting
SUBTITLE
Plus: <nones A
Text level formatting
Default Paragraph Fon

Plus: <none> [

Pl | %4 | clearan

v~ Styles make consistent formatting quick and easy to
apply.

» You can create your own styles to consistently apply
your own custom formatting.

v The Style Inspector enables you to see exactly what
formatting has been applied to selected text.

» You can modify templates to create your own custom
versions of the templates that come with Word.
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tyles and templates simplify document formatting and help you

format your documents consistently.

A style contains a set of formatting commands for an individual paragraph,
list item, or character of text. When a style holds a set of formatting instruc-
tions, you can apply all that style’s formatting with a single click. Templates
can store styles so that when you start a document with a certain template,
that set of styles is automatically available to you.

A template is a sample that you can base new documents on; it can contain
sample content, styles, margin settings, and other formatting that jump-starts
the document creation.

In this chapter, you learn how to apply styles, modify existing style defini-
tions, and create new ones. You also learn how to modify a template and how
to create your own templates.

Simplifying Formatting
with Preset Styles

Using a style makes it easy to apply consistent
formatting throughout a document. For exam-
ple, you might apply the Heading 1 style to all A style is a named set of format-
headings in the document and the Normal style ting specifications.

to all the regular body text. Here are the advan-
tages of this approach:

v Ease: Applying a style is easier than manually applying formatting. And
changing the formatting is a snap. If you want the headings to look different,
for example, you can modify the Heading 1 style to change them all at once.

+* Consistency: You don’t have to worry about all the headings being for-
matted consistently; because they’re all using the same style, they're
automatically all the same.

By default, each paragraph is assigned a Normal style. The template in use
determines the styles available and how they’re defined.
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In Word 2013 documents that use the default blank (Normal) template,
the Normal style uses Calibri 11-point font and left-aligns the text, with no
indentation.

You can redefine the styles in a document and create your own new styles.

Applying a style

WMBER
‘x&
&

The Normal template, on which new blank
documents are based in Word, contains

some basic styles you can use to get started, The Styles gallery on the Home
such as Heading 1, Heading 2, and Normal. tab contains shortcuts for com-
To see what styles are available in your monly used styles.

current template, start on the Home tab,
where you find a Styles gallery. The first row
appears on the Ribbon itself, and you can
see the rest of it by clicking the More button to open the full gallery.

Not all styles appear in the Styles gallery — only the ones designated to
appear there in their definition. The rest of them appear only in the Styles
pane. To open the Styles pane, click the dialog box launcher on the
Styles group.

To apply a style, select the paragraph(s) that you want to affect, or move the
insertion point into the paragraph. Then click the style you want to apply,
either in the Styles gallery or in the Styles pane. If a keyboard shortcut is
assigned to a style, you press the keyboard shortcut to apply the style, too.

In the following exercise, you apply styles to the paragraphs in a document.
Files needed: Chapter 5 Syllabus.docx

1. In Word, open Chapter 5 Syllabus and save it as Chapter 5 Syllabus
Formatted.

2. Click in the first paragraph (CIT 233). Then on the Home tab, in the
Styles group, click the More button (see Figure 5-1) to open the Styles
gallery.

L R Chapter 5 Syllabus Formatted.docx - Word ? @ - %
HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW Lois Lowe =

- A A R P e e i Find -

Verdana 4 -|A A Al = =3 2 T |asmbcep Asmbced AaBbCi AaBbCe % Foopce

- wac

Path ¢ BIU-axx.X A-F - A-==== [=- b~ TNormal | TNoSpac.. Hesding1 Heacing2 |=| |\

Clipbeard & Font ™ Paragraph I Styles Editing ~
More button

Figure 5-1
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3. Click the Title style (see Figure 5-2).
The style is applied to the first paragraph.
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Figure 5-2

4. Using the same procedure as Steps 2
through 3, apply the Subtitle style to the
second paragraph.

5. Apply the Heading 1 style to each of the
orange paragraphs by clicking Heading 1
in the Style gallery.

Here's a shortcut: Click to the left of the first
orange paragraph to select it, and then hold
down the Ctrl key and do the same for each
of the remaining orange paragraphs. After
they're all selected, apply the style to them
all at once.

6. Click the dialog box launcher in the Styles
group to open the Styles pane.

7. Scroll through the Styles pane and locate
the Heading 2 style; then click in one of
the green paragraphs near the end of the
document and click the Heading 2 style in
the Styles pane to apply it.

8. Apply the Heading 2 style to all the

remaining green paragraphs.

The last page of the document resembles
Figure 5-3.

Scroll through the Styles pane's
list, and look at the symbols to
the right of each style. Most of
the styles in the Styles pane have
a paragraph symbol (1) to their
right. This means that they are
paragraph styles — they apply to
entire paragraphs at once. They
may include both paragraph and
character formatting in their defi-
nitions, but if you click in a para-
graph and then apply the style, the
style will be applied to the whole
paragraph. In contrast, some
styles may have a lowercase a
to their right on the list; these
are character styles, or text-level
styles, and they apply only to the
text that you select before apply-
ing them. A character style can
contain only character-based
formatting.
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Visit this website to learn more about resources here on campus and how to define research
article materials: http://inflite.ulib.iupui.edu/

Do you truly understand plagiarism? Go to this website and go through the tutorial to find
out: http://tutorials.sjlibrary.org/plagiarism/index.htm

Resources Available

Writing Assistance

A written research paper is required for this class. If you would like help with any of your
academic writing assignments, visit the TCM Writing Center in ET 314-A. The Writing Center
offers free tutering to all IUPUI students. I encourage you to use the Center’s services. If
you have questions about the services the Center offers or just want more information, call
317-555-1311.

Adaptive Services

If you need any adaptive educational services, please don't hesitate to contact your
instructor. Being notified of any needs early in the semester will help to ensure your
success in the class. Services are also provided by AES (Adaptive Educational Services) and
can be reached via their website at http://life.iupui.edu/aes/ , by calling 317-555-3241.

Figure 5-3

9. Save the changes to the document.

Leave the document open for the next exercise.

Modifying a style
You can modify a style in two ways: by example or by manually changing the
style’s definition. The by-example method is much easier, but somewhat less
flexible. The following exercise shows both methods.

In the following exercise, you change the definitions of some styles.

Files needed: Chapter 5 Syllabus Formatted.docx, open from the preceding exercise

1. Triple-click the document sub-

: Heading 9 Ta
title (the second paragraph) to e 1
select it and then change the font [Subtite =

size to 18 points. Update Subtitle to Match Selectici%

2. In the Styles pane, click the down 2 Modify...
arrow to the right of the Subtitle
style, or right-click the Subtitle
style.

Select All: (No Data)
Remove All: (No Data)

Delete Subtitle...
3. In the menu that appears,
choose Update Subtitle to Match
Selection, as shown in Figure 5-4.

Remove from Style Gallery

Disable Linked Styles

) |2 |2 Options...

The style is updated with the new
font size.

b

Reopen the Subtitle style’s menu
and choose Modify. Figure 5-4

The Modify Style dialog box opens.
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CYICE
03} For more practice, make other changes to the style’s definition using the
font controls in the Modify Style dialog box. The buttons and lists in the
dialog box correspond to the tools in the Font and Paragraph groups on
the Home tab.

5. In the bottom-left corner of the dialog box, click the Format button
and choose Font (see Figure 5-5) to open the Font dialog box.

Properties
Mame: Subtitle
Style type: Linked (paragraph and character)
Style based on: T Mormal Y]
Style for following paragraph: T Mormal v
Faormatting
Cambria v18v‘BQ|_v
Bl===|F==|i£s|e=
Computer Hardware/Software Architecture
Font...
Paragraph...
Tabs..
Border...
Language.. 1t} Cambriz, 18 pt, ltalic, Font color: Custom Color(RGB(79,129,189)), Expanded by
Frame.. r:NL‘\Jl:InEIE;‘I, Show in the Styles gallery, Priority: 12
Numbering... style: Normal
Shortcut key... Styles gallery [ | Automatically update
Text Effects... document () New documents based on this template
OK Cancel
Figure 5-5

6. Select the Small Caps check box, as shown in Figure 5-6, and then
click OK to return to the Modify Style dialog box.

\
p Notice the Add to the Styles Gallery check box in the bottom-left corner

of the Modify Style dialog box. This check box's status is what deter-
mines whether a particular style appears in the Styles gallery on the
Ribbon.

7. Click OK to close the Modify Style dialog box.
The style definition is updated.

8. Save the changes to the document.

Leave the document open for the next exercise.
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Q_“\CE
& Because the Subtitle style is ot [oos
used only once in this document, )
you don't get to see one of the Fort Fontstyle:  Sire:
biggest benefits of styles in this e — e
exercise: the fact that when you S # I
update a style, all text that has o — | | |
that style applied to it updates Font golor: Underine siyle. - Undiertine color
automatically. For more prac- e 2l L Aeme
tice, change the definition of the [ strikethrough
Heading 1 or Heading 2 style, and Ej;:::{;:;"“”m“g” Eimm
watch all the instances change. 0] suascript
Preview
Cre atin q a new Sty {e COMPUTER HARDWARE/SOFTWARE AR(
This is a TrueType font. This font will be used on both printer and screen.
The built-in styles are a nice start,
but creating your own styles is where set As Deraut Cancel
the magic happens. Creating styles is
especially useful if you want to build Figure 5-6

a template that you can give to other
people to make sure that everyone formats documents the same way, such as
in a group in which each person assembles a different section of a report.

When you create your own styles, you can name them anything you like.
Most people like to name styles based on their purposes, to make it easier
to choose which style to apply. For example, Figure Caption would be a good
name — Style13 would not.

Just like when modifying a style, you can create a new style either by exam-
ple or by manually specifying a style definition.

If you go with the definition method, you can specify some additional options
that aren’t available with the by-example method, such as defining which
style follows this style. In other words, if someone types a paragraph using
this style and then presses Enter, what style will the next new paragraph

be? The paragraph that follows a heading style is usually a body paragraph
style. The paragraph that follows a body paragraph is usually another body
paragraph.

QOMBER . L
& Each new style is based on an existing style (usually the Normal style) so
that if there's a particular formatting aspect you don't specify, it trickles
down from the parent style. For example, suppose you create a new style
dubbed Important, and you base it on the Normal style. The Important
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style starts out with identical formatting to the Normal style, which is
Calibri 11-point font. You might then modify it to have bold, red text. The
definition of Important is Normal+bold+red. That's significant if you later
change the definition of Normal to 12-point font. That font size change
trickles down to Important automatically, and all text formatted with the
Important style hecomes 12 paints in size.

In the following exercise, you create a new style.

Files needed: Chapter 5 Syllabus Formatted.docx, open from the preceding
exercise

1. Triple-click the first bulleted item (CPUs and Assembly language) to
select it.

2. At the bottom of the Styles pane, click the New Style button.
The Create New Style from Formatting dialog box opens (see Figure 5-7).

3. In the Name box, type Bulleted List, and then click the Format button
in the lower-left corner of the dialog box and choose Numbering.

The Numbering and Bullets dialog box appears.

B H S- & - Chapter 5 Syllabus Formatted.docx - Ward
HOME  INSERT  DESIGN  PAGELAYOUT ~ REFERENCES  MAILINGS — REVIEW  VIEW Lais Lowe ~
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Course Formai Styles
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: o : Clear All
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Evaluate a
Demonstra Add to the Styles gallery [] Automatically update Strong a
Demonstrat]| ® Only in this document () New documents based on this template Quate pic
= Intense Quote bic]
Format Cancel
Exam Format Show Preview
Exams are all open-bock and time-limited. Exams will be given via OnCourse. The final Disable Linked Styles
exam is given during exam week but is not comprehensive.
g 9 P D Options...
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New Style button
Figure 5-7
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4. Click the Bullets tab (see Figure 5-8), click

the white circle bullet character, and then Numbering | Bulets
CIiCk OK' Bullet Library

5. Click the Format button again and choose E E @ E
Shortcut Key.

The Customize Keyboard dialog box opens.
6. Press Ctrl+Q.

That key combination appears in the Press

New Shortcut Key box. ——

7. Open the Save Changes In drop-down list and Cancel
choose Chapter 5 Syllabus Formatted.docx, ]
as shown in Figure 5-9. Figure 5-8

Specify a command
Categories: Commands:
Styles Bulleted List

Specify keyboard sequence
Current keys: Press new shortcut key:
Ctrl=0Q

Currently assigned to: ResetPara

Save changes in: | Chapter 5 Syllabus Formatted.doox | v

Description

Indent:

Left: 0.25"

Hanging: 0.25°, Bulleted = Level: 1 = Aligned at: 0.25" = Indent at: 0.5°, Style: Show in
the Styles gallery

Based on: Mormal

Figure 5-9

8. Click the Assign button to assign the keyboard shortcut to the style, click
Close to close the Customize Keyboard dialog box, and then click OK to
accept the new style definition.

9. Using any method (for example, the Ctrl+Q shortcut), apply the new
style, Bulleted List, to all the remaining bulleted paragraphs in the
document.

10. Save the changes to the document and close it.

Leave Word open for the next exercise.
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Importing styles from other documents

Each document stores its own styles. These styles originate from the tem-
plate on which the document is based, but ultimately each document’s styles
are its own. So, for example, if you make a change to a style’s definition in one
document, or create new styles in that document, those changes and new
styles will not be available in any other documents.

To save yourself the time and effort of re-creating new styles that you want
to use in both documents, you can import styles from one document into
another one.

‘\\? . . ’ 1
You can startin either document — the styles’ source or their

destination — but the process is shorter by a few steps if you start
in the source document.

In the following exercise, you copy styles from one document to another.
Files needed: Chapter 5 Styles.docx and Chapter 5 Syllabus Formatted.docx

1. Open Chapter 5 Styles.

This document contains three new styles: Report Heading 1, Report
Heading 2, and Report Heading 3.

\
) You dont need to save Chapter 5 Styles with a different name because

you don’t modify it in this exercise.

2. On the Home tab, click the dialog box launcher in the Styles group to
open the Styles pane and then click the Manage Styles button at the
bottom (see Figure 5-10).

The Manage Styles dialog box opens.

3. At the bottom of the Manage Styles dialog box, click the Import/
Export button.

The Organizer dialog box opens.

4. Click the Close File button on the right (under Normal.dotm) and then
click the Open File button.

The Open dialog box appears.

5. Click All Word Templates, which opens a list of file types, and choose
All Word Documents from the list (see Figure 5-11).
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6. Navigate to the folder where you stored the file Chapter 5 Syllabus
Formatted, select that file, and click Open.

A list of the styles in that document appears in the right pane. See

Figure 5-12.

To Lesson 5 Syllabus Form...:

Copy -> Bulleted List -
Default Paragraph Font

Emphasis

Heading 1

Heading 2

Re Heading 3

Hyperlink

Mo List o
Styles ayailable in: Styles available in:

Chapter 5 Styles.dock (Documen ) v Chapter 5 Syllabus Formatted.docx [Document) v

Delete

Report Heading 1
Report Heading 2
Report Heading 3
Table Normal

Close File

Description
Style: Hide until used, Priority: 2

Close

Figure 5-12

7. Click Report Heading 1 in the left pane. Press the Shift key and click
Report Heading 3.

All three custom styles are selected.
8. Click the Copy button.

Those styles are copied to Chapter 5 Syllabus Formatted in the right
pane.

9. In the right pane, scroll down to confirm that the new styles appear
on the list and then click Close.

10. If you see a prompt asking whether you want to save the changes to
Chapter 5 Syllabus Formatted, click Save.

The styles are saved.
11. Close Chapter 5 Styles without saving the changes.

12. Open Chapter 5 Syllabus Formatted, and on the Home tab, click the
dialog box launcher in the Styles group, opening the Styles pane.

13. Scroll through the list of styles and locate the three newly copied
styles (see Figure 5-13).

Leave the document open for the next exercise.
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4
x

Seeing what styles | ..
are a”plied | Bulleted List

Mormal

Report Heading 1
Report Heading 2
Report Heading 3
Default Paragraph Font

Word offers a few ways to see
what styles are applied to a — Newly copied styles
paragraph or text:

1 Styles gallery: Use this

method when you need :O ?ECI:Q
to see the style applied H::d::z ,
to a single paragraph at )
a glance. You have been Heading 3
working with the Styles Heading 4
gallery throughout this Heading 5
chapter. Heading &
Heading 7
1~ Styles area pane in Draft Heading 8
and Outline views: This Heading 9
method enables you to Title
check what styles are Subtitle

applied to each para-
graph as you scroll
through your document.

Subtle Emphasis
Emphasis

s oo EREEREEREEEREIR A o | 2 a|a|a

Intense Emphasis

v Style Inspector: This
dialog box enables you to
do sophisticated sleuth-
ing into the styles applied hal 2 |2 Options...
to each paragraph.

Show Preview
Disable Linked Styles

Fi 5-13
To check what style is applied 'gure

to every paragraph, display

the Styles area pane in Draft or Outline view. To do so, choose File>Options.
In the Word Options dialog box, click Advanced, and then scroll down to the
Display section, and in the box labeled Style Area Pane Width in Draft and
Outline Views, type a width, such as 0.5”, and click OK. Now in Draft view, you
see each style applied along the left side of the screen.

The Style Inspector enables you to click around to see each paragraph’s
style, but its real power lies in the Reveal Formatting feature. With the Reveal
Formatting pane displayed, you can

v See all the formatting bundled into a single style.

v Compare styles to see exactly how one style differs from another.
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\
) You'll probably find the Style Inspector most useful when you're trying to

troubleshoot a problem with one or more styles. For example, Reveal
Formatting can show a formatting rule that unintentionally strayed into a
style. Or if the spacing before and after headings doesn’t look consistent,
the compare feature can tell you exactly how the Heading 1 and Heading 2
styles are different. Then you can see at a glance how you need to modify
your heading styles.

The Style Inspector is handy for examining the
formatting that’s applied to text. For example,
you can see at a glance whether additional
manual formatting has been applied to the text
in addition to the formatting it receives from the
style applied to it. You can also use the Style
Inspector to quickly strip all the character or
paragraph formatting from the text.

The Style Inspector is a floating
pane you can enable that shows
what paragraph-level and text-
level formatting is applied to the
selected text.

In the following exercise, you use the Style Inspector to check the formatting on
some text.

Files needed: Chapter 5 Syllabus Formatted.docx, open from the preceding
exercise

1. If the Styles pane is not already visible, on the Home tab, click the
dialog box launcher in the Styles group to display it.

2. At the bottom of the Styles pane, click the Style Inspector button.
The Style Inspector pane opens. See Figure 5-14.

3. Click in the CIT 233 paragraph if the insertion point is not already
there.

The Style Inspector shows that the paragraph formatting is the Title
style and the text-level formatting is the default paragraph font with no
additional formatting, as shown in Figure 5-14.

4. Press the down-arrow key once to move the insertion point to the
next paragraph.

Its information appears in the Style Inspector window. See Figure 5-15.
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Show Preview
Disable Linked Styles

Options...

PAGE1OF3 947WORDS [¥  ENGLISH (UNITED STATES) B2 &

Figure 5-14

5. Click the Reveal Formatting button at the ] x
bottom of the Style Inspector pane. Style Inspector

A Reveal Formatting pane appears, show- Pt —
ing details about the formatting of the text SUBTITLE d
where the insertion point currently rests. C———" e
See Figure 5-16. :
6. Triple-click the paragraph to select all Tooctlewel formattihe 2
the text in it and then change the font Default Paragraph Fon | |~
size to 12. Plus: <none> Ly

7. Look in the Reveal Formatting task pane -
at the font size, which shows 12 points. Aol o) | crearan

®

In the Style Inspector, click the Clear
Character Formatting button. Figure 5-15

The manually applied character format-

ting is removed, leaving only the formatting from the style. The font size
changes because the definition of the Subtitle style calls for 18-point
font. See Figure 5-17.
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Reveal Formatting button

Figure 5-16

9.

In the Style Inspector pane, click the Reset to

Normal Paragraph Style button.

The Subtitle style is removed from the
selected text, and the text appears using

Normal style.
10.

Press Ctrl+Z or click the Undo button on

the Quick Access Toolbar to reverse the last

action.

11.
Formatting panes.

12.

Close the Style Inspector, Styles, and Reveal

Save the document and close it.

Leave Word open for the next exercise.

Style Inspector ¥ %
Paragraph formatting

P'.

SUBTITLE ~—

Plus: <none> f&_
Text level formatting

- ™

Default Paragraph Fon| | =

Plus: <none> {‘%

Pq_ 24| | Clear Al

Figure 5-17
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Changing and Creating Templates

Every document has a template that it refer-
ences. The template provides such basics as

the margin settings and the definition of the A template is a special type of
Normal paragraph style. The template also document that stores format-
may provide a list of styles. In addition, some ting settings and boilerplate text
templates provide sample content, including on which you can base new
text, graphics, text boxes, and hyperlinks. documents.

Many templates are available via Office.com;
you can select one by choosing File=>New
and then browsing the list. (Chapter 2 explains the process in detail.) You can
also customize templates to meet your own needs and even create your own
templates. That’s what this section is all about.

SMBER
)

& Template files use a . dotx extension, rather than the regular . docx for

documents. Word 2013 can also use templates from Word 2003 and ear-
lier, which have . dot extensions, and macro-enabled templates, which
have .dotm extensions.

Modifying an existing template

Templates provide great shortcuts to document formatting, but if a template
isn’t exactly what you want it to be, you waste time each time you use it, making
the same modifications over and over. For example, perhaps you find yourself
changing the colors each time or filling in the same placeholders with your com-
pany’s data. It is often easier to make changes to the template itself once.

In this exercise, you open a template and make changes to it, and then save the
changes and start a new document based upon it.

Files needed: Chapter 5 Certificate.dotx

1. Open the template Chapter 5 Certificate.

Don’t just start a new document based upon it, but open the template
itself. To do so:

a. Choose File~>Open and then navigate to the folder containing the
data files for this chapter.

b. In the Open dialog box, click All Word Documents and then choose
All Word Templates to limit the list of files to those with a template
extension (. dotx). See Figure 5-18.

c. Click Chapter 5 Certificate.dotx and then click Open.

The template opens for editing.




2. Choose File~>Options, click Save, and note the location in the Default
Personal Templates Location text box; see Figure 5-19. Then click OK

to close the dialog box.

Changing and Creating Templates
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Figure 5-18

Note the location for your personal templates;
enter a location here if none exists.
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Figure 5-19
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Note: If no entry is in the Default Personal Templates Location text box,
enter a location that you would like to use for your templates. For exam-
ple, you might create a Custom Templates folder in your Documents
folder for this purpose. You won’t be able to access your saved tem-
plates unless a location is listed in this text box.

3. Save the template file as Chapter 5 Certificate Template, in the loca-
tion you noted in Step 2.

4. Triple-click the [Your Jr. High School] placeholder to select it and
then type Dayton Junior High School.

5. Save the template and close it.

6. Choose File=>’New and then click the Personal heading (see Figure 5-20).
Then click the Chapter 5 Certificate Template.

A new document opens that uses the customized version of the
template.

Note: if the Personal heading does not appear, go back to Step 2 and
make sure you set a location in the Word Options dialog box for your
personal templates.

Click PERSONAL.

Click the template.

Document] - Word ? - 8 X

Lois Lowe ~
New

Search for online|templates ye)

Suggested searches] Letters | Resume Fax Labels Cards Calendar Blank

FEATURED PERSONAL

[ | Lesson5 Certificate Template

Account

Options Lesson 5 Certificate

-
Template

Figure 5-20
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7. Close the new document without saving the changes to it.

Leave Word open for the next exercise.

Creating a new template

You can create your own templates whenever you like. These might contain
sample content you've created, plus special margin settings, extra styles, or
anything else that you want to reuse.

In this exercise, you create a new template with custom margin settings and a
custom header.

Files needed: None

1.

Press Ctrl+N to start a new document based on the Normal template
(a blank document with default settings).

. Choose Page Layout->Margins~

Moderate to change the docu-
ment margins (see Figure 5-21).

. Choose Design=>Page Color and

select Blue, Accent 1, Lighter
80% (see Figure 5-22).

. Choose Insert=>Header->

Motion (Even Page), shown in
Figure 5-23.

. Choose Filew>Export->Change

File Typer>Template.

. Click the Save As button.

The Save As dialog box opens,
with the appropriate file type
already selected.

. Navigate to the location where

you store your personal
templates.

See Step 2 in the previous exer-
cise for assistance in determining
that location if needed.

EBHSS 04+
HOME INSERT

DESIGN PAGE LAYOUT
@ IT‘\'Q' IE Y= Breaks - Inden
- D - f(Line Numbers~ 3= L
Margins Orientation Size Columns .
- - - - bc Hyphenation~  =%FRj
Last Custom Setting - [}
Top: 13" Bottom: 1.3" 1
Leftt 13" Right: 1.3"
Normal
Top: 1" Bottom: 1"
Left 1" Right: 1"
— Narrow
Top: 05 Bottom: 0.3"
Left 05" Right: 0.5"
Moderate
Togs, 1" Bottom: 1"
] Lefq} 0.75" Right: 0.75"
Wide
Top: 1" Bottom: 1"
Left 2" Right: 2"
Mirrored
m Top: 1" Bottom: 1"
Inside:  1.25" Outside: 1"
Custom Margins...

Figure 5-21
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8. In the File Name box, type ? B - x
Chapter 5 Blue and then click Lois Lowe ~

save' ;4 Paragraph Spacing = D @ D
EEﬂ:ects'

Watermark Page Page
9 Set as Default - Color = Borders

The new template is saved.

9. Choose Filec>Close to close the
template. 6

10. Choose Filec>New and then

I
click the Personal heading. I I I I I I I I I I

Your new template appears as a Standard Colors
thumbnail image. [ ] EEEEN

No Color
11. Click the Chapter 5 Blue tem-
plate to create a new document

Pa Theme Colors

4 0 HEEEENENR

More Colors...

. Fill Effects...
based upon it.
.
12. Close the new document with-
.
out saving. .
8 Figure 5-22
Exit Word.
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Figure 5-23



Summing Up

Summing Up

Styles and templates are two time-saving features in Word that help you easily and
quickly apply consistent formatting and other settings. Here are the key points from
this chapter:

v You can apply styles from the Styles gallery on the Home tab or from the
Styles pane.

v To modify a style, select it in the Styles pane, and then open its shortcut
menu (right-click or use the arrow) and choose Modify.

v To create a new style, use the New Style button at the bottom of the
Styles pane.

v You can define a new style by example or by manually specifying a style
definition.

v To import styles from other documents, click the Manage Styles button
at the bottom of the Styles pane and then click Import/Export.

v Use the Style Inspector to check a paragraph’s formatting. Click the Style
Inspector button at the bottom of the Styles pane to open it.

v To modify an existing template, open it in Word and make changes. Make
sure you open it as a template rather than just starting a new document
based upon it.

v To create a new template, format a document the way you want it and
then click Save As to save it as a template.

Try-it-yourself lab

3

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. Research a new technology or medical advance on the Internet that
interests you.

2. Using Word, write a report that summarizes what you learned. Use
Word’s built-in styles to format the report (Title, Heading 1, Heading 2,
and so on).

If you don’t want to spend a lot of time writing a report, grab some text
from any document or website you have handy, and copy and paste

it into Word. For example, you might get some book text from Project
Gutenberg (www.gutenberg. org).


http://www.gutenberg.org
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3. Create a new style and name it Body. Format it using a different font
than the Normal style uses and apply the Body style to all the body
paragraphs in your document.

4. Center the document title at the top of the document.

5. Write your name above the title, format it with the Subtitle style,
and right-align it. Then redefine the Subtitle style to include the
right-alignment.

6. Save your document as Chapter 5 Lab Report.

7. Delete all the text from the document and save the empty document
(containing the different style definitions) as a template dubbed Lab
Reports.

8. Close Word, saving all changes if prompted.

Know this tech talk

character style: A style that contains only text-level formatting.

paragraph style: A style that contains paragraph-level formatting; it may
or may not also contain text-level formatting.

style: A named set of formatting specifications stored with a template or
document.

Style gallery: A short list of commonly used styles appearing on the
Home tab.

Style Inspector: A floating pane you can enable that shows what para-
graph-level and text-level formatting is applied to the selected text.

template: A reusable model on which to create documents, contain-
ing styles, initial settings like margin and paper size, and in some cases
sample text.
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Shaping Pages and

Sections
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v Adding a page border or background makes a text-
ol heavy page look more attractive and graphical.
Tg
; v Headers and footers enable you to place repeated
; information at the top or bottom of each page,
; respectively.
v Inserting section breaks in a document enables you

Colors ?

to use different page settings for different parts of the
same document.
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Colors: Caneel
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layouts.
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. How do you make a page print with its background color
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. How do you vertically center text on a page?
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our documents might require special pages or sections in any

number of scenarios. Here are just a few examples: a distinctive

page border that sets off a special section, a report with a cover
page and a header, and a flyer that switches from one to two columns on a
single page.

This chapter explains how you set up these pages and sections. After you
understand how the page and section features work, you gain flexibility over
the look and feel of your documents.

\
) If you're preparing a lengthy report, check out Chapter 10, too. There, you

find details about how to create a table of contents and an index, and
how to organize figures and footnotes.

Formatting Pages

Each document has some basic properties that describe its pages, such as
paper size, page orientation, and margins. You learn about these in Chapter 2.
In this chapter, you look at a few of the less common page formatting set-
tings: borders, backgrounds, and vertical alignment.

<MBER
S

& Page settings are usually document-wide, but you can use sections

(which | cover later in this chapter) to enable you to have different page
border, page background, and/or vertical alignment settings within the
same document.

Adding a page border

Page borders are primarily for decoration; you
can use any style, color, and line thickness you

want. You can also apply graphical borders A page border is a border that
(or border art) that repeat a small image as a appears outside the margins
pattern. on each page. Border art is a

repeated smallimage thatforms a
border around the outside of the
document margins.
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The Borders and Shading dialog box opens with the Page Border tab

The border art supplied with Word includes a variety of small graphics that
look good when repeated around the edges of the page. One nice thing about
using these, as opposed to manually placing images around the border, is
that you can resize the entire border at once by changing the value in the
Width box.

In the following exercise, you create several types of page borders.
Files needed: None

. Start Word, if necessary, and start a new blank document. Save the
document as Chapter 6 Pages.

. Choose Design->Page Borders.

selected.
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. In the Style section, scroll down and select the double wavy line. Then
from the Color drop-down list, choose Blue, Accent 5.

. If a preview of a blue wavy line doesn’t appear in the Preview area,
click the Box button to apply the current settings to all sides of the
page (see Figure 6-1).

EBorders | Page Border | Shading

Style:

Click on diagram below or
use buttons to apply borders

Some line styles have a variety
of widths you can choose from;

Figure 6-1

For extra practice, try clicking the None icon and then clicking one or
more individual sides in the Preview area. This is how you apply a page
border to only certain sides of the page. When you're done experi-
menting with that, click the Box icon again to apply the border to all
sides again.

the double wavy line you select
in Step 3 has only one width
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5. Click OK.

The border is applied to the blank page. See Figure 6-2. Zoom in to see it
better if desired.

[T [ Chapter 6 Pages.dacx - Word T E - x
HOME  INSERT | DESIGN  PAGELAVOUT  REFERENCES  MAILINGS  REVEW  VIEW Lois Lowe - Il
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n =7 Paragraph Spacing ~ D @ D
- (D] Effects ~
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2] colors 7ores Watermark Page  Page
-+ @setasDefault Color - Borders

Title e

Document Formatting

L i E 1 2 3 4 5 6 &

Page Background

’7*““)

PAGE1OF1 OWORDS  ENGLISH (UNITED STATES) B

Zoom in to see page
border more clearly.
Figure 6-2

‘x&N\BER
& Page borders, like many page-level formatting elements, appear only in
certain views. You don't see them in Draft, Web Layout, or Outline view.

6. Choose Design~>Page Borders to reopen the Borders and Shading
dialog box.

7. From the Art drop-down list, choose the palm trees; click the down
increment arrow on the Width box to set the width to 28 points; and
then click OK.

The palm tree border is applied to the page, as shown in Figure 6-3.
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Figure 6-3

Leave the document open for the next exercise.

Applying a page background

$?~

Page backgrounds enable you to apply a
color fill to the background of each page.

This color fill can be a solid color, a gradient, A page background, or page
a pattern, a texture, or even a picture. This color, is a fill to the background of
background doesn’t print by default, but a page.

you can change Word’s settings to make the
background print if you want. In Word 2013,
the page background is referred to as the
page color.

QUING/

Printing the background may use a lot of ink in your printer. This can get
expensive, especially if you use an inkjet printer.

In the following exercise, you apply a page background and set up Word to print it.
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Files needed: Chapter 6 Pages.docx, open from the preceding exercise

1.

In the Chapter 6 Pages docu-
ment, choose Design->Page
Color.

A palette of colors appears; see
Figure 6-4.

. Click any color you like.

The page background changes to
that color.

. Choose Design->Page

Color=>More Colors.

The Colors dialog box opens.

. Click the Custom tab; enter

the following values: Red
230, Green 230, Blue 100 (see
Figure 6-5); and then click OK.

The background changes to a
shade of yellow.

. Choose Design=>Page

Color=>Fill Effects.
The Fill Effects dialog box opens.

. Click the Texture tab, click

the Newsprint texture (see
Figure 6-6), and then click OK.

The background changes to the
Newsprint texture.

If you have your own texture
files, you can use them. Click the
Other Texture button to browse
for the files on your hard drive.

. Choose Design=~>Page Color=>Fill

Effects.
The Fill Effects dialog box opens.

. Click the Gradient tab and then

select the Preset option.
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9. From the Preset Colors
drop-down list, choose Calm
Water; in the Shading Styles
area, select Diagonal Up (see
Figure 6-7); and then click OK
to apply the gradient back-
ground to the document.

Gradient | Texture ‘ Pattern | PFicture |

Texture:

qygx\cs '

< You can also define your own
gradients by selecting One Color
or Two Colors and then picking
the colors to use. For more prac- B il
tice, try creating a gradient out Newsprint |

of two of your favorite colors.

Rofate fill effect with shape
10. Choose File=Print.

==

Notice that the print preview
doesn’t include the background.

11. Click Options to display the N_ewsprint texture
Word Options dialog box. Figure 6-6

12. Click Display in the navigation
pane at the left.

13. Select the Print Background Colors and Images check box (see
Figure 6-8) and then click OK.

14. Choose Filew>Print again.

Notice that this time print preview does include the background.

Gradient | Texture | Pattern | Picture

Colars

() One colar Preset colors:
() Two colors
(®) Preset

Transparency

From:

Tao:

Shading styles

() Horizontal

Sample:

Rotate fill effect with shape Z

Figure 6-7
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Bi Change how document content is displayed on the screen and when printed

Display

Praofing Page display options
Save Show white space between pages in Print Layout view )
Language Shaw highlighter marks ©
Advance " Show document tooltips on hover
Customize Ribbon Always show these formatting marks on the sereen
Quick Access Toolbar [ Tab characters il
Add-Ins [ spaces
Paragraph marks T

Trust Center D graph o

[ Hidden text abe

[ Optional hyphens -

Object anghors T

[] Show all formatting marks

Printing options

Print drawings created in Word (0
[¥] Print background colors and images
[] Print document properties

[1 Print hidden text
Update fields before printin;
pe printing

===

|| Update linked data before printing

Mark this check box to print the page color.
Figure 6-8
15. Click the Home tab to leave Backstage view without printing, repeat

Steps 12 through 13, and deselect the Print Background Colors and
Images check box.

16. Save the document and close it.

Leave Word open for the next exercise.

Setting a page’s vertical alignment

As you learn in Chapter 4, each paragraph has a horizontal alignment
setting such as left-aligned, right-aligned, centered, or justified. This
setting controls where the paragraph aligns in relation to the left and
right margins.

Similarly, a document page has a verti-
cal alignment that determines how the

page’s content aligns in relation to the Vertical alignment is the way the
top and bottom margins. The default page’s content aligns with the top
setting is Top, which means the text and bottom margins.

begins at the top margin, but you can
change that. For example, when typing
a cover page or creating a flyer, you
might want the text centered vertically.

In the following exercise, you set the vertical alignment in a document.
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Files needed: Chapter 6 Sign.docx

Margins | Paper | Layout

1. Open the Chapter 6 Sign docu- cton
ment and save it as Chapter 6 sedionstart: [ New page =
Door Sign. Suppress endnotes

Headers and footers

[] Different gdd and even

2' Choose Viewcbone Page SO YOU [] Different first page
can see the entire page at once. Fomeage: 2 P

Footer: [05"
Notice the text is top-aligned on Fage

the page‘ Vertical alignment: Tc:ter [v]

Center

3. On the Page Layout tab, click —
the dialog box launcher in the
Page Setup group.

The Page Setup dialog box —
opens.

4. Click the Layout tab, choose set s Detauk P
Center from the Vertical
Alignment drop-down list (see Figure 6-9
Figure 6-9), and then click OK.

The text is centered vertically on the page.

5. Save the document and close it.

Leave Word open for the next exercise.

Designing Headers and Footers

The header is the area at the top of a page,
and the footer is the area at the bottom, out-

side of the top and bottom margins. Every Headers and footers contain con-
document has a header and footer area, tent that repeats at the top and
which are both empty by default. bottom of each page, respectively,

outside of the top and bottom
The header and footer appear in Print margins.

Layout and Web Layout views, in Read Mode,
and also on the printed page. (If you're in

Draft view, you might want to switch to Print
Layout view to follow along in this section more easily.)

You can place text in the header and footer that repeats on every page (or
just certain pages), and you can insert a variety of codes in them that display
information like page numbers, dates, and times. Watermarks are also part of
a header, even though watermarks typically extend outside the header area.
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Numbering the pages

Have you ever dropped a stack of papers that needed to stay in a certain
order? If the pages were numbered, putting them back together was fairly
simple. If not, what a frustrating, time-consuming task.

Fortunately, Word makes it very easy to number your document pages. And
you can choose from a variety of numbering styles and formats. When you
number pages in Word, you don’t have to manually type the numbers onto
each page. Instead, you place a code in the document that numbers the pages
automatically. Sweet!

When you use the Page Numbering feature in Word, it automatically inserts
the proper code in either the header or the footer so that each page is num-
bered consecutively.

gMBER
S

& Page numbers are visible only in Print Layout view, Read Mode, Print

Preview, and on the printouts themselves. You don’t see the page num-
bers if you're working in Draft view or Web Layout view, even though
they're still present in the document.

In the following exercise, you place a page numbering code in a document’s footer.
Files needed: Chapter 6 Syllabus.docx
1. Open the Chapter 6 Syllabus document and save it as Chapter 6

Syllabus Pages.

2. Choose Insert~>Page Number~>Bottom of Page~>Plain Number 3 (see
Figure 6-10).

A page number code is placed at the right side of the footer, and the
footer becomes active. Zoom in if needed to get a better look at it. See
Figure 6-11.

You can't edit the body of the document while you're in this mode. To
resume working within the main part of the document, double-click the
main document (anywhere below the header or above the footer).

The page number code is gray when you select it; that's your clue that it's
a code and not regular text.
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Page number code in the footer
Figure 6-11
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3. Double-click anywhere in the main part of the document to leave the
footer.

The body of the document becomes editable again, and the actual page
numbers appear at the bottoms of the pages.

GUCE

For more practice, choose Insert=>Page Number=>Remove Page
Numbers to undo the page number insertion and then choose a different
preset from the Bottom of Page submenu. Not all the presets are plain;
some of them add formatting.

Leave the document open for the next exercise.

In Figure 6-10, notice the other page number position options instead of
Bottom of Page:

v~ Top of Page: Places the page number code in the header (at the top of
the page). The page numbers appear on every page.

1 Page Margins: Places the page number code on the side of the page. The
page numbers appear on every page.

v Current Position: Places the page number code at the insertion point
in the document (as a one-time thing). Because the code is not in the
header or footer, it doesn’t repeat on each page. You might use this to
create a cross-reference to content that’s on another page, for example.

1 Format Page Numbers: Opens a dialog box where you can fine-tune the
formatting of the page numbering code, such as using Roman numerals
or letters instead of digits.

+ Remove Page Numbers: Removes existing page numbering code(s).

Selecting a header or footer preset

In addition to a page number, you can put other content in the header and
footer areas of your document. For example, if you're typing the minutes of a
club meeting, you might want to put the club’s name in the header so that it
appears across the top of each page.

Here are two ways of putting content into the header or footer:

v Choose presets to insert codes and formatting.

v Type text and insert codes manually into the headers and footers.

In the following exercise, you use a header preset.
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Files needed: Chapter 6 Syllabus Pages.docx, open from the preceding exercise

1. In the Chapter 6 Syllabus Pages document, choose Insert>Header~>
Banded.

Placeholder text and a colored bar appear in the Header section, and the
Header section becomes active. See Figure 6-12.

B H S R Chapter 6 Syllabus Pages.docx [Compatibility Mode] - Word HEADER & FOOTER TOOLS ? =5 - x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN Lois Lowe ~ n
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Date & Document Goto Goto Close Header
[ PageNUMber™  Tyme  Infor L@ ONlnePictures  Leoder Footer . Linkto Previous [V Show Document Text and Footer
Header & Footer Insert Mavigation Optians Paosition Close -~
L i § 1 2 ER + 5 6 & 7

Bl CIT 233

This course presents a detailed investigation of computer hardware and software. Looking at
hardware and software components along with several operating systems, students should
enhance their knowledge of the interrelations between these components. In addition,
through the use of programming examples, the student will learn about the structure of the
microprocessor and microcomputer basics and gain detailed knowledge of computer

- compenents and their functions. By the end of the course, students will be able to identify,
describe, and discuss the concepts of computer structure, architecture, and performance.
Students will also apply knowledge gained in discussing and solving problem-based
scenarios.

This is an online course requiring substantial independent lab work on your own. Students

PAGE10F3 947WORDS [[¥ ENGLISH (UNITED ST.

Figure 6-12

\P .
p Some of the presets for headers and footers also insert a page-

numbering code. This saves you the step of inserting the page-
numbering code separately.

2. Click in the [DOCUMENT TITLE] placeholder and then type CIT 233
SYLLABUS.
3. Choose Header & Footer Tools Design=>Close Header and Footer.

This is an alternative way to return to normal editing mode.

Leave the document open for the next exercise.
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Creating a custom header or footer

The header and footer presets are great if they happen to match what you
want to place there, but you can also create your own custom headers and
footers that contain the exact combination of text and codes that you need.
To do so, open the header or footer, click in it, and then type the text you
want. Use the buttons on the Header & Footer Tools Design tab to insert
codes.

In the following exercise, you create a custom footer that uses a combination of
date/time codes, page numbers, and typed text.

Files needed: Chapter 6 Syllabus Pages.docx, open from the preceding exercise

1. In the Chapter 6 Syllabus Pages

document, double-click at the Availabe formats: Language:
bottom of the first page to open '7 Engis nited stes [
the footer and move the inser- e
tion point into it. iﬁ;%:‘;&f;
29 October 2013
2. Select the page number that’s oam
already there and press the 1025203 34743 P
3:47:45 PM
Delete key. s
3. Press the Backspace key twice -
to move the insertion point to set s Dottt —
the left side of the footer.

4. Choose Header & Footer Tools Figure 6-13
Design~Date & Time.

The Date and Time dialog box opens (see Figure 6-13).

5. Make sure that the Update Automatically check box is selected, click
the first date format on the list, and then click OK.

A code for the date appears in the footer.

A\\S o, . .
You can tell it's a code rather than plain text because when you point to

it, it appears with a gray background.
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exam is given during exam we

6. Right-click the date code and
choose Toggle Field Codes. L B —

This lets you see the code that { DATEN@ "M/d/yyyy" [}
creates the date. See Figure 6-14.

7. Click in the date code and click
the Update text that appears

above it. Figure 6-14

The date code is updated and
returns to showing the date itself
rather than the code.

8. Click to the right of the date code to move the insertion point there
and then press the Tab key to move to the center of the footer.

9. Type Lawrence College and press Tab to move to the right of the
footer.

The headers and footers have preset tab stops — a center-aligned one
in the center, and a right-aligned one at the right. When you press Tab in
Steps 8 and 9, you're moving to those existing tab stops.

10. Choose Header & Footer Tools Design~>Page Number= Current
Position=>Plain Number.

A page number code is inserted.

CUCE
& If you're curious about the code behind the page number, right-click it
and choose Toggle Field Codes, as you did with the date in Step 6. Click
the Toggle Field Codes button again to return to normal viewing.

11. Choose Header & Footer Tools Design->Close Header and Footer and
then choose File>Print and check the preview at the right.

Notice that the codes in the footer produce today’s date and the current
page number on each page.

12. Click the Back button or press Esc to leave Backstage view without
printing.

Leave the document open for the next exercise.

In a complex document, you can get very fancy with headers and footers. For
example, you can choose to have a different header and footer on the first
page, and you can have different headers and footers on odd and even pages.
That’s handy when you’re printing a double-sided booklet, for example, so
the page numbers can always be on the outside edges. To set either of those
options, select their check boxes on the Header & Footer Tools Design tab.
See Figure 6-15.
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You can also create section breaks, and have a different header and footer in
each section. (I cover sections later in this chapter.) When you use multiple
headers and footers in a document, you can move among them by clicking
the Previous and Next buttons on the Header & Footer Tools Design tab.

To adjust the header and footer size and positioning, use the settings in the
Position group on the Header & Footer Tools Design tab. Refer to Figure 6-15.
You can specify a Header from Top and Footer from Bottom position there.
For example, if you want a taller header section, increase the Header from
Top setting.

Inserting a watermark

Watermarks, which display a faint picture or
text phrase behind the regular text, are used

for a variety of purposes in documents. Some A watermark is a faint image that
high-end paper has an embossed logo on it, and appears behind the regular text on
a watermark created via computer can approxi- the page.

mate that look. Watermarks are also used to
mark documents with designations, such as
DRAFT or CONFIDENTIAL.

Watermarks are stored in a document’s header/footer, so you can edit a
watermark, including adjusting its position, when in Header and Footer
editing mode.

In the following exercise, you place a watermark on a document.
Files needed: Chapter 6 Syllabus Pages.docx, open from the preceding exercise

1. In the Chapter 6 Syllabus Pages document, choose Design=>
Watermark=>Draft 1.

See Figure 6-16. You might need to scroll down on the list to find Draft 1.
The word DRAFT appears in gray behind the text on each page.



174

Chapter 6

[T = R Chapter 6 Syllabus Pages.docx [Compatibility Made] - Ward T E - 8 %X
HOME  INSERT  DESIGN  PAGELAYOUT  REFEREMCES ~ MAILINGS  REVIEW  VIEW Lois Lowe ~ n
=# Paragraph Spacing ~ D @ D
=
I [a]
_ Colors Fonts Watermark Page  Page
. - @ SetasDefault - Colar~ Borders

TITLE

Document Formatting

E i 2 3
motnerpoaras

Memory

Storage devices

1/0 and multimedia devices

Installing new hardware

Boot processes and command line usage

Managing and supporting Windows XP

Troubleshooting commaon hardware and OS errors

Disclaimers

oo 00600

DRAFT 1 DRAFT 2 SAMPLE 1

Objectives

o Define and explain computer terminology, concep
computer hardware, construction, and assembly.
Define and explain computer hardware/software f
Evaluate and determine valid solutions for hardw:
Demonstrate successful installation of computer k
Demonstrate problem-solving skills as they relate

600 0

SAMPLE 2 ~

Exam Format [@ More Watermarks from Office.com 3
Exams are all open-book and time-limited. Exams will be [[] Custem Watermark...
exam is given during exam week but is not comprehensi (3 gemoye Wetenmark

10/29/2013 Lawrence College 1

PAGE1OF3 947WORDS [JX  ENGLISH UNITED STATES)

Figure 6-16

2. Choose Design~>Watermark->Remove Watermark.
3. Choose Design~>Watermark->Custom Watermark.

The Printed Watermark dialog
box opens.

4. Select the Text Watermark

option; in the: TFxt box, O No vatemark
delete the existing text () Picture watermark
and type Lawrence College Tz
(see Fig“re 6_17); and then Scale: Auto | Washout
l. k OK @Te;twatermarlc
clic * Language: English [United States) w
. . Text: Lawrence College w
The watermark is inserted.
Font: Verdana w
5. Double-click the document’s size: Auta v
header area to enter Header So . o pall [V Scnitiapsparent
oge Layout: Diagonal Horizontal
and Footer editing mode and
then click the watermark Aeel —

twice to select it.
Figure 6-17
Notice that selection handles

appear around the watermark.
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A\ . . . .
A watermark is really just a piece of WordArt; you can edit its text —
including rotating it, changing its color, and so on — as you would any
WordArt. Notice that the WordArt Tools Format tab becomes available
when you select the watermark.
6. Choose WordArt Tools Format-~>WordArt Shape Fill and then click the
Red, Accent 2, Lighter 80% color (see Figure 6-18).
Red, Accent 2, Lighter 80%
BHS O0&- - Chapter 6 Syllabus Pages.docx [Compatibility Mode] - Word WORDARTTOOLS HEADER &FOOTER. 2 B - & X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT DESIGN Lois Lowe ~
. .{" AV A Lo M o & L fhbrngForward - &+ & N
't:' S‘_’ ae || et “gﬂu“ W’""";];‘ T :_D P {1 Send Backward ~ *U
Tt M= Fl mom IE B e T W eionpone Zhe | BT ]
Text WordArt Styles Arrange Size n ~
. f g s B . 7
T
Standard Colors LABUS
[ ] | EEEEN
No Fill
C IT 2 3 3 W More Fill Colors...
- [« Picture..
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Texture »
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Figure 6-18
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For more practice, try some of the other WordArt formatting options on
the watermark, such as WordArt Styles or Change Shape.

7. Choose Header & Footer Tools Design—>Close Header and Footer to
return to normal editing.

8. Save the document and close it.

Leave Word open for the next exercise.
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Working with Multisection Documents

You can set many page layout properties, such as margins, number of col-
umns, headers and footers, paper size, and page orientation, for the entire
document. However, in some situations, you might like to have different page
layout settings within the same document, such as with a letter and envelope
stored together in one file.

When you need to have different page
layout settings in the same document, you

can create a section break. A section break A section break is a nonprinting
enables you to define different settings for marker in a document that indi-
different areas of a document. cates where new settings, such

as different margins, page orien-
tation, or column numbers, should

Viewing section breaks and ke sfiect
other hidden characters

Word automatically creates section breaks when you use certain features,

so you may have created section breaks in the past and not realized it. For
example, when you add an envelope to the document, which I cover in
Chapter 9, a section break is automatically inserted to separate the envelope
from the letter. When you select some paragraphs and choose a different
number of columns for them, as you learn later in this chapter, section breaks
are created before and after the selected paragraphs, and the new number-
of-columns setting is applied to only the midsection between the two section
breaks. Within Word, many features create section breaks for you.

In the following exercise, you view a section break and turn on the display of
other hidden characters.

Files needed: Chapter 6 Envelope.docx
1. Open the Chapter 6 Envelope document and then choose Viewr>Draft

to switch to Draft view.

A section break line becomes visible between the envelope text and the
letter text.

2. On the Home tab, click the Show/Hide button.

Hidden characters, such as paragraph breaks and line breaks, appear.
See Figure 6-19.
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Figure 6-19

3. Click the Show/Hide button again to toggle off the hidden characters
and then choose View=>Print Layout to switch back to Print Layout
view.

4. Close the document. Do not save changes if prompted.

Leave Word open for the next exercise.

Inserting a section break

Word enables you to create several types of section breaks. Table 6-1 explains
what your options are, what they do, and when you might use each type of
break.
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Type What This Section Break Does Example
Next Starts the section on a new Separate the envelope from the
page page. letter in the preceding exercise.
Contin- Creates a section break that Separate a one-column mast-
uous does not start a new page. head on a newsletter from
a three-column news story
beneath it.
Even Starts the new section on an If the current page is odd-
page even-numbered page. numbered, it's the same as a

regular Next-page break. If the
current page is even-numbered,
it results in two page breaks.

Odd Starts the new section on an Most books begin a new chapter
page odd-numbered page. on an odd-numbered page.

In this exercise, you create a Next page section break.

Files needed: Chapter 6 Newsletter.docx

1.

Open the Chapter 6 Newsletter document and save it as Chapter 6
Newsletter Breaks.

. Scroll down to the Ink heading on page 4, place the insertion point

immediately before it, and choose Page Layout->Breaks->Next Page.
A section break is inserted that starts the next section on a new page.

Note: If the hidden characters are still displaying from the previous exer-
cise, click the Show/Hide button on the Home tab or press Ctrl+Shift+8
to turn them off.

. Choose Viewr>Draft to switch to Draft view so you can see the break

(see Figure 6-20).

. Click the break to select it and then press the Delete key.

The break is removed.

Leave the document open for the next exercise.
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Section break
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CLIP ART OPTIONS WITH CLIP ORGANIZER

You can now use, submit, and find thousands of new pieces of community clip art, in addition to the
images, videos, and other media you can add to your document. You can see who submitted pieces of
community-submitted clip art and report if the images are inappropriate or unsafe.

ection Break (Nesxt Page)

Ink [

The improved inking feature in Word 2010 lets you make ink annotations on your document on your
Tablet PC and save those ink annotations together with the document.

Work more easily

In Word 2010, you can ize your worksp s0 that the ds you use often are all together.
You can also access earlier versions of your document, and you can more easily work with text that's in
other languages.

CUSTOMIZE THE RIBBON

You can use customizations to personalize the Ribbon, which is part of the Microsoft Office Fluent user
interface, to be the way that you want it. You can create custom tabs and custom groups that contain the
commands you use most frequently a
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Figure 6-20

Formatting Text in Multiple Columns

One of the benefits of a section break is that it lets you set certain areas of
a document in different columns than the rest. You can create the section
break first and then change the number of columns in that section; or you
can select the text that should be differently columned and then change the
column setting, and Word will create the section breaks as needed.

In this exercise, you change the Columns setting for part of a document.

Files needed: Chapter 6 Newsletter Breaks.docx, open from the preceding
exercise

1. In the Chapter 6 Newsletter Breaks document, choose View=>Draft to
switch to Draft view, if you’re not already in Draft view.
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2. Scroll to the top of the first page and place the insertion point at the
beginning of the Bring your best ideas to life heading line.

3. Choose Page Layout=>Breaks~ Continuous.

A continuous section break is inserted. Because you're in Draft view, you
can see it; you couldn’t see it in Print Layout view.

CUCE

03& To check, switch to Print Layout view and then switch back to Draft view.

4. Choose Page Layout~>Columns=Two.

The text in the section that follows the section break changes to a two-
column layout, and the view switches automatically to Print Layout, as

shown in Figure 6-21.

HE S 0L -

HOME INSERT DESIGN PAGE LAYOUT

i0LlineNumbers~ 3= Left: 0"
Margins Orientation Size Columns

b Hyphenation -
Page Setup & Paragraph

L 1 E i 2

Chapter & Newsletter Breaks.docx - Ward
REFERENCES MAILINGS
E @ IE ¥ Breaks - Indent Spacing

= |12 Before: [12pt
=€ Right: 0" 4= After:

7T @E - 8 X
REVIEW  VIEW Faithe Wempen -

[ Align -

0 [ Alig
B ¥ 18 Group
| Postion Wrap Biing  Send Selection

Gpt - Text~ Forward - Backward ~  Pane Rotate
& Arrange ~
4 5 6 7 -

Microsoft Office News

Bring your best ideas to life

) Word 2010 pairs its functional features — such as
tables, headers and footers, and style sets — with
eye-calching effects, new text features, and easier
navigation.

FORMAT TEXT AND IMAGES TOGETHER
FOR A SEAMLESS LOOK

Word 2010 provides artistic effects for both
pictures and text. And when you apply the effects
i pell check

o text vou can Lo
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Figure 6-21
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Microsoft Word 2010 makes it easier o collaborate and to navigate through long documents. For more impact,
new features focus on the polish of your finished document. With this new version, you can access the richness
and familiarity of Word in your browser and on your mobile phone.

«  Check box content control: Now you can
add quickly add a check box to forms or
lists.
+  Altemafive text on tables: In Word 2010,
you can add a fitle to a table and a I
summary, so that readers have access to
additional information.

FIND YOUR WAY THROUGH LONG
DOCUMENTS WITH THE NEW
DOCUMENT NAVIGATION PANE AND
SEARCH

In Word 2010, you can quickly find your way -

For more practice, try each of the other settings on the Columns menu.

Return to the Two setting when finished experimenting.
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5. Select the heading, THE MICROSOFT OFFICE BACKSTAGE VIEW, on
page 4, and everything below it to the next heading.

Select up to, but not including, the Recover unsaved work heading.
6. Choose Page Layout~>Columns One.

The selected text changes to a single-column layout; the rest of the doc-
ument stays the same.

7. Choose Viewr>Draft and notice the section breaks that Word automati-
cally inserted.

Continuous section breaks appear at the beginning and end of the
selected text.

8. Choose View=>Print Layout to return to Print Layout view.

9. Save the document and close it.

Exit Word.

Summing Up

Word’s Page Layout features enable you to set up each page with the exact
borders, margins, columns, headers, and footers you want. Here’s a summary
of what you learn in this chapter:

v To create a page border, choose Design>Page Borders. You can either
use a regular line as a border (with any color, thickness, and style you
want), or choose one of the border art images Word provides.

v To apply a page background, choose Design=>Page Color. You can use a
plain color, a pattern, a gradient, a texture, or a picture.

v To set the vertical alignment for the page layout, click the dialog box
launcher in the Page Setup group on the Page Layout tab, and then on
the Layout tab, set the Vertical Alignment setting.

v Choose Insert>Header or Insert=>Footer to use preset headers and foot-
ers, respectively.

v Choose InsertvPage Number to place page numbering codes in the
header or footer.

v To edit a header or footer manually, in Print Layout view, double-click
the header or footer area to open it for editing.

v A watermark is a faint image that appears behind the regular text.
Choose DesigntoWatermark to insert one.
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1 Watermarks are stored in the header/footer of the document, so while
the header and footer are active, you can also edit the watermark.

» You can insert section breaks by choosing Page Layout=Breaks. You can
then apply different page layout formatting to each section.

v Section breaks are also automatically created when you select text
and then change the number of columns for that text (choose Page
Layout=>Columns).

Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:
1. Start Word and type the title of a newsletter that you want to create.

The newsletter can be on any subject of interest to you. Make the title
big and bold, so it stretches all the way across the page.

2. Below the title, type a newsletter article.

3. Using section breaks and the Columns feature, format the article so
that it appears in three columns under the newsletter title, while the
title itself remains in one column.

4. Save your document as Chapter 6 Lab and close it.

5. Close all documents and exit Word.

Know this tech talk

footer: The area below the bottom margin of a page, where repeated
information can optionally be placed.

header: The area above the top margin of a page, where repeated infor-
mation can optionally be placed.

page border: A border that appears outside the margins on each page of
the document.

section break: A marker in a document that divides the document into
multiple sections. Each section can have its own page layout settings.

vertical alignment: The alignment of the page’s content in relation to its
top and bottom margins.

watermark: A faint image of text or a graphic that appears behind the
text on a page.
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ord can create tables with rows and columns, somewhat like

a spreadsheet (although Word can’t perform calculations or

execute functions the way spreadsheets do). In Word, tables
are useful for organizing information in multicolumn layouts, such as address
lists and schedules. You may be surprised at all the uses you can find for

tables in your documents!

In this chapter, you learn how to insert tables in several ways. You also learn
how to modify a table, and how to apply formatting to it that makes it easier
to read and understand.

Inserting or Drawing a Table

To create a table, you can either insert one as a whole or draw one line by
line. In most cases, if you want a standard-looking table (that is, one with
equally sized rows and columns), your best bet is to insert it. If you want an
unusual-looking table, such as with different numbers of columns in some
rows, you may be better off drawing the table.

When inserting a new table, you can specify a number of rows and columns
to create a blank grid, and then fill in the grid by typing. Press the Tab key to
move to the next cell. When you
reach the end of the last row, you can

INSERT DESIGM PAGE LAYOUT REFERENCES

press Tab to add a row to the table. E AR
HOME

. . B CoverPage ~ T [ Tsmanat
In the following exercise, you create a | . 0. E (D g (& it Chart 3

new table in two ways. lbagebreak LT P OO SNBSS ercenshote
Pages 3x3 Table Apps
i . L L I .

Files needed: None ) AEOE0E0
Onta00a0En
1. Start a new blal.lk document in OOoO0o0000
Word and save it as Chapter 7 I o
Table N
a . I

2. Choose Insert->Table, and in B et Table.

[ Draw Table

the menu that appears with a
grid, drag across the grid to B Excel Spreadsheet

select three rows and three col- B Quick Lables ’
umns, as shown in Figure 7-1,

and then release the mouse
button to create the table. Figure 7-1
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For extra practice, delete the table you just inserted (press Ctrl+Z to undo
the last action) and then insert the table by choosing Insert=>Tablec>Insert
Table. A dialog box where you can enter the number of rows and columns
as digits opens.

. In the first cell of the first row, type Name and then press the Tab key

to move to the next column.

. Type Position, press Tab, type Active?, and press Tab.

The insertion point moves to the first cell in the next row.

. Type the rest of the entries shown in Figure 7-2 into the table. When

you reach the bottom-right cell, press Tab again to create the extra
row needed.

A new row appears at the bottom of the table.

Name Position Active?

Sheldon Peterson

Catcher

Yes

Brendon Lowe

Pitcher

Yes

Peter Fitzgerald

First Base

Yes

John Wilson

Second Base

No

Figure 7-2

6. Click below the table to move the insertion point and then choose

Insertc> Tablec>Draw Table.

The mouse pointer turns into a pencil symbol.

. Drag to draw a box that’s approximately the same height and width as

the table you created earlier.

A box appears, and the mouse pointer remains a pencil.

. Drag within the box to draw three vertical lines and two horizontal

lines, as shown in Figure 7-3.

Notice that the rightmost vertical line spans only the bottom two rows.

Figure 7-3
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9. Press Esc to turn off the drawing mode, and then type the text shown
in Figure 7-4 into the new table.

Shift Location Worker
Day Clermont Tom lones
Day Clermont Alice Little
a]
Figure 7-4

10. Save the changes to the document and close it.

Leave Word open for the next exercise.

Converting Text to a Table

If you already have some text that’s separated

into rows and columns with tabs, commas, or

some other consistent character, you can con- Delimited means separated via a
vert it to a table with a few simple clicks. consistent scheme.

For conversion to work, the existing text must
be delimited with a consistent character to

separate the columns. For example,
the text in Figure 7-5 shows the data

from the first table in the preceding Name-»Position —+  Active?q
exercise as a delimited text file. The
tab stops mark where each column Sheldon-Peterson —+  CatcherYesq

should break, so that the data is orga-

Brendon-Lowe— Pitcher+Yes"
nized into three columns. The hidden

tab and paragraph markers are dis- Peter-Fitzgerald-First'Base —+ Yes
played to make the tab characters
more obvious here. John:Wilson + Second-Base - Nolf|

In the following exercise, you convert

- T . Figure 7-5
some existing delimited text into a table.

Files needed: Chapter 7 Schedule.docx.

1. Open Chapter 7 Schedule and save it as Chapter 7 Schedule Table.

2. Select all the text in the document and then choose Insert->Tablec>
Convert Text to Table.
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The Convert Text to Table dialog
box opens. See Figure 7-6.

3. Click OK.

The text converts to a five-
column table.

4. Save the changes to the
document.

Leave the document open for the next
exercise.

A\ .
If you don’t get the results you

expect when converting text

to a table, your rows probably
contain an inconsistent number
of delimiters. You may be miss-
ing a tab or have two tabsin a
row, for example. Press Ctrl+Z to
undo the table creation, check

Table size
Number of columns:
Number of rows:
AutoFit behavior
(® Fixed column width:
() AutoFit to contents
() AutoFit to window

Separate text at

() Paragraphs () Commas
(® Tabs () Other:

Figure 7-6

your column markers, and try again. You can turn on the display of hidden
characters from the Home tab’s Show/Hide button. Doing so helps you

see where the tabs are.

Selecting Rows and Columns

Working with a table often involves selecting one or more cells, rows, or col-

umns. Here are the many ways to do this:

v Drag across the cells you want to select. Table selector

v Click in the upper-left cell you want to select,
press the Shift key, and then press arrow

keys to extend the selection. Week Begins

1+ Click outside of the table on the left side to 1 8-23
select an entire row.

v Click outside of the table above the table to 2 8-30
select an entire column.

v~ Click the table selector (the four-headed Figure 7-7

arrow in a box; see Figure 7-7) in the

upper-left corner of the table to select the

entire table.




Selecting Rows and Columns

In the following exercise, you practice selecting various parts of a table.

Files needed: Chapter 7 Schedule Table.docx, open from the preceding exercise

1.

In Chapter 7 Schedule Table, click inside any cell of the table and
then click the table selector icon (refer to Figure 7-7).

The entire table is selected.

2. Click away from the table to deselect it.

3. Position the mouse pointer to the left of the table, next to the third

row (Week 2), and click.
That row becomes selected. See Figure 7-8.

New in Word 2013, when you select a row as in Figure 7-8, an Add Row
indicator appears (the plus sign inside a circle on the left edge of the
table). You could click that symbol to insert a new row, although that’s
not what you’re doing in this exercise.

Week | Begi Read Do Labs What's Due
1 8-23 Chapters | 1.1, 1.3, 1.4, 2.1, | Introduce yourself to your classmates
@ 1and 2 2.2,2.3.2.4 in the Forum area
T2 8-30 Chapter | 4.1, 4.3, 4.4, 4.5
7l 4
3 9-6 Chapter | 5.1,5.2, 5.6
5
Figure 7-8

4. Drag the mouse downward to row 5 (Week 4).
Rows 4 and 5 also become selected.

5. Position the mouse pointer above the first column so the pointer
becomes a black down-pointing arrow, and click.
The first column becomes selected.

6. Click in the first cell and press the Shift key. Press the left-arrow key
twice to extend the selection and then press the down-arrow key once
to extend the selection.

7. Click in the first cell again and drag down to the third cell in the third
row to extend the selection.

8. Click in any unselected cell to cancel the previous selections.

Leave the document open for the next exercise.
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Resizing Rows and Columns

Word handles row height automatically for you, so you usually don’t have to
think about it. The row height changes as needed to accommodate the font
size of the text in the cells of that row. Text in a cell wraps automatically to
the next line when it runs out of room horizontally, so you can expect your
table rows to expand in height as you type more text into them.

NING/

If you manually resize a row's height, the ability to auto-resize to fit con-
tent is turned off for that row. Therefore, if you add more text to that row
later, Word doesn't automatically expand that row’s height to accommo-
date it, and some text may be truncated.

In contrast, column width remains fixed until you change it, regardless of the
cell’s content. If you want the width of a column to change, you must change
it yourself.

In the following exercise, you resize the rows and columns of a table.

Files needed: Chapter 7 Schedule Table.docx, open from the preceding exercise

1. In Chapter 7 Schedule Table, position the Table selector
mouse pointer over the column divider
between the first and second columns. %]
The mouse pointer becomes a double-headed Week || Begins
arrow, as shown in Figure 7-9. 1 B_23

2. Drag to the right slightly to increase the Y
width of the first column by about % inch. 2 8-30
Notice that the second column’s heading in
the first row now wraps unattractively, as ]
shown in Figure 7-10. Figure 7-9

3. Press Ctrl+Z to undo the column width
change. While pressing the Shift key, repeat Table selector
Steps 1 and 2.
The other columns shift to the right to make [ .
room for the new width because the Shift key Week Begi |
is pressed. ns

4. Select the cells containing 1 and 2 in the 1 B-23
first column.

5. Drag the column divider between the first 2 8-30
and second columns to the left about %

inch, dragging that column back to its
original position. Figure 7-10
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Only the two rows where cells were selected Only the selz_ected
are affected, as shown in Figure 7-11. rows are adjusted.

6. Press Ctrl+Z to undo the column change;
click to move the insertion point inside any
cell in the first column.

. Week | | Begins
7. Choose Table Tools Layout->AutoFit~> 1 8| >3 9
AutoFit Contents, as shown in Figure 7-12. 197
All the column widths are adjusted in the 2 4+8-30
table to fit the content more compactly.
8. Press Ctrl+Z to undo the resizing; double- 3 9-6
click the column divider between the first
and second columns.
C . . o Figure 7-11
This time only column 1 resizes to fit its con- g
tents more compactly.
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L 1 e o 1k 2. B 35 AutoFit Window = O B -
= B Fixed Colump Width
Figure 7-12
9. Position the mouse pointer over the hori- Mouse pointer
zontal divider between the heading row at
the top and the first data row. ]
The mouse pointer becomes a two-headed Week, | Begins
arrow (see Figure 7-13). 1 ~ | 8-23
10. Drag downward to increase the height of
the heading row by about % inch. 2| 8-30
11. Select the heading row, and choose Table
Tools Layout~>Align Bottom Left. Figure 7-13

The headings are bottom-aligned in their

cells (see Figure 7-14). Vertical alignment was

not an issue previously because the height of the row was auto-fitted to
the content.
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Align Bottom Left button
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elete  Insel - g o
T3 Properties + Above [BlnsertRight  H3 SplitTable  FA AutoFit - = = Direction Margins fx Formula
Table Draw Rows & Columns & Merge Cell Size n Alignment Data -~
& 1 # # 1oH 2% 3 4 4 s 6 # 7
&3
Week, | Begins | Read Do Labs What's Due
1 8-23 Chapters | 1.1, 1.3, 1.4, 2.1, | Introduce yourself to your classmates
1and 2 2.2,23,24 in the Forum area
2 830 | Chapter |4.1,4.3,44,45
. 4
3 9-6 Chapter |5.1,5.2,5.6
3

Text in first row is bottom-aligned vertically and left-aligned horizontally.
Figure 7-14

12. Click the table selector icon in the upper-left corner of the table to
select the entire table.

13. Choose Table Tools Layout=>Distribute Columns to evenly distribute
the space among all the columns (see Figure 7-15).

Distribute Columns button
Columns are now

all the same width.

B eS 0L - Chapter 7 Schedule Table.docx - Ward TABLE TOOLS ? @3 - x|
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILIN VIEW  DESIGN  LAYOUT Faithe Wempen =
[} Select - [ Draw Table F‘ [1] i Insert Below 5 Merge Cells &[] T 2585 A= @ Al [TF) Repeat Header Rows
{8 View Gridlines [ Eraser o \:f et H Insert Left  F splitcels G e B EE - Szrt B Convert to Text
ER Properties o= An;:“ [ Insert Right =5 Split Table =4 AutoFit - E E E piection Ma,egm ° Jx Formula
Table Draw Rows & Columns & Merge Cell Size & Alignment Data -
L 1 # 1 2 # 3 # 4 s 3 # 7
&
Week gi Read Do Labs What's Due
1 8-23 Chapters 1 and | 1.1, 1.3, 1.4, Introduce
2 21,22, 23, yourself to your
2.4 classmates in
- the Forum area
2 8-30 Chapter 4 41,4.3, 44,
4.5
3 96 Chapter 5 5.1,5.2,5.6
4 9-13 Chapter 6 6.2, 6.4 Take Test #1
(chs1,2 4,5)

Figure 7-15
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14. Press Ctrl+Z to undo the distribute operation.

15. Save the changes to the document.

Leave the document open for the next exercise.

Formatting Table Borders

Gridlines can be displayed or hidden onscreen
(via Table Tools Layout>View Gridlines).

Gridlines do not print, and when displayed Gridlines are the dividers that
onscreen, they appear as thin blue or gray separate a table's rows and col-
dashed lines. You probably won’t see the grid- umns. A border is formatting
lines in most tables because they're covered applied to a gridline that makes it
by borders. By default, table gridlines have appear when printed.

plain black borders. You can change the bor-
ders to different colors, styles (such as dotted
or dashed), and thicknesses, or remove the
borders altogether.

In the following exercise, you apply formatting to table borders.

Files needed: Chapter 7 Schedule Table.docx, open from the preceding exercise

1. In Chapter 7 Schedule Table, select TRBLE 1008 7 m - 5 x
the entire table and then choose Table ah [Jevouy Lo Lowe - [
Tools Design-=>Borders=>No Border (see b o— T Al
Figure 7-16). 0 B pen Cotr Lo Bl

2. If the gridlines aren’t already visible, . = -

Left Bordler

choose Table Tools Layout=>View Gridlines.

Dashed lines appear for the table’s row and
column dividers. See Figure 7-17.

All Borders

Outside Borders

H
(=]
+

T
o
i
o

Inside Borders
to your classmates Inside Horizontal Border
Inside Vertical Border
Diagonal Down Border
Diagonal Up Border
Horizantal Line
1,2,4,5) Draw Table
View Gridlines

Borders and Shading...

Figure 7-16
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View Gridlines button

2% 0&4- Chapter 7 Schedule Table docx - Word TABLE TOOLS ? ®H - & X
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS ~ REVIEW  VIEW  DESIGN  LAYOUT Lois Lowe -
[3 Belect - [ Draw Table ’_—\ [*] i Insert Below 5 Merge Cells £ [ ;B BEE Al @ Al [[B) Repeat Header Rows
[ View Gridlines [T Eraser 5 IE;‘ i Finsert Left [ Split Cells | 5oy i EEE i Szrt (5 Convert to Text
elete  Inser - el o
& Properties ~ Above [BInsertRight =3 SplitTable | F5 AutoFit - = & = pirection Margins Jx Formula
Table Draw Rows & Columns Merge Cell Size ™ Alignment Data ~
L 1 # # 1 # 28 3 # 4 5 6 # 7 -
&3
Week | Begins | Read Do Labs What's Due
1 8-23 Chapters | 1.1, 1.3, 1.4, 2.1, | Introduce yourself to your classmates
1and 2 2.2,2.3,24 in the Forum area
2 8-30 Chapter  4.1,4.3,4.4,45
o 4
3 9-6 Chapter 5.1,5.2,5.6
3
Gridlines appear.
Figure 7-17

3. Select the header row of the table and
then choose Table Tools Design=>Line
Weight=>214 Pt (see Figure 7-18).

4. Choose Table Tools Design=>Pen Color and
click the red square in the Standard Colors
section.

@

Choose Table Tools Design->Borders=>
Bottom Border.

A red bottom border with 2¥-inch thickness
appears on that row only.

&

Select all the rows in the table except the
header row, and then click the dialog box
launcher for the Borders group on the
Table Tools Design tab.

The Borders and Shading dialog box opens,
with the Borders tab displayed. A red border

Line Weight drop-down menu

TABLE TOOLS ? B - x
Lois Lowe =
al o

Yapt —— |v
Hing Border — " Borders Border
Styles~|  Ypt - Painter

IGN LAYOUT

Yopt —— 7 -~

Ypt

1pt
1% pt ——

23 pt —

3 pt —

4% pt e—

6 pt ——
to your classmares

Figure 7-18

appears in the sample for the top of the selection.

From the Width drop-down list, choose 2 Pt.

8. In the Preview area, click the areas where vertical borders might
appear (see Figure 7-19) and then click OK.
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Click these three areas to
pla

ce vertical borders.

Borders | Page Border | Shading ‘

Setting: Style:

Preview

Home

Box

All

Grid

Custom 1 pt .
Apply to:

use buttons to ppply borders

Click on diagrgm below or

=

Options...

Figure 7-19

9. Turn off the gridlines again by choosing Table Tools Layout=>View
Gridlines, and then click away from the table to deselect it.

The table now has a thick, top border separating the header from the
rest of the table, and red vertical lines separating the columns. See
Figure 7-20.

Week Begins Read Do Labs What's Due

1 8-23 Chapters | 1.1, 1.3, 1.4, 2.1, | Introduce yourself to your classmates
1and 2 2.2,23,24 in the Forum area

2 8-30 | Chapter |4.1,4.3,4.4,4.5
4

3 9-6 Chapter | 5.1,5.2,5.6
5

4 9-13 Chapter | 6.2, 6.4 Take Test #1 (chs 1, 2, 4, 5)
6

5 9-20 Assembly | Assembly project
Language

6 9-27 Chapter |7.1,7.2,7.5 Assembly projects due
7

7 10-4 Chapter | 8.1,8.2, 8.4, 8.6
8

8 10-11 | Chapter |9.1,9.2,9.3,
9

Figure 7-20

10. Save the changes to the document.

Exit Word.
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Summing Up

Tables can be a great way to organize data into multiple rows and columns.
Here are the key points from this chapter:

»* You can create a new table from the Insert tab, either by specifying a
number of rows and columns, or by drawing the table.

» You can also convert existing delimited text into a table with the Convert
Text to Table command.

v Drag the borders of a table to resize rows and columns.

v Tables have gridlines (or nonprinting lines that show where the rows
and columns are) and, optionally, borders (formatting applied to the
gridlines).

v Format a table’s borders from the Table Tools Design tab.

Try-it-yourself lab
For more practice with the features covered in this chapter, try the following
exercise on your own:
1. In a new document, create a table with two columns and ten rows.

2. In the left column, type a list of items you want to purchase for your
home.

3. In the right column, type the approximate price for each item.

4. Add a new row at the top of the table, and in the new row, type the
columns’ headings.

5. Format the table attractively.

6. Save your document with a name of your choice and then close Word.

Know this tech talk

border: Formatting applied to the outer edge or gridline of a table cell or
other object.

delimited: Multicolumn data where the columns are separated using a
consistent character, such as a tab.

gridlines: The nonprinting lines that (optionally) appear onscreen where
the edges of a table’s rows and columns are.

table selector: The small square in the upper-left corner of a table that,
when clicked, selects the entire table.
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v Find and insert clip art from Microsoft’s online
collection to use professionally designed artwork
without paying royalties or usage fees.

v+ Insert your own photos and other artwork in a Word
document to personalize your work and make it
more interesting to view.

v Change the text wrap settings for graphics to fine-
tune the way that the text in the document wraps
around and interacts with the graphics.

v Drawing lines and shapes with Word’s Shapes tool
creates custom artwork that you may not otherwise
be able to find, such as unique logos.

v~ Apply fill colors and effects to drawn shapes to
make the drawings stand out.



. How do you search online for free clip art?

Find results On PAge ..........c.oeeviieeiiicieeeeeee e

. What'’s the difference between a vector and a raster graphic?

Unravel the mystery on page ........ccocceevveeriiiiiiennieiniieceieeeeeeee e

. How do you make text wrap around a picture?

Wrap that Up 0N Page.......cooveeviiiiiiiiiiee e

. How can you adjust a picture’s brightness or contrast?

Adjust that setting On PaAge.......cccoevvevierieriieiiiiceceee et

. What artistic effects can you apply to a picture without
leaving Word?

Get artiStiC ON PAZE ....ooveeeieeieieieiiee ettt s

. What is the purpose of the yellow square on some
drawn shapes?

The right-angled answer is on page..........ccccceevveevervieriieniiensieneeneenne

. How can you combine several shapes into one object?

Pull it all together on page.........cceovcvieeiiiiiieiiieeieceeeee e



ou can dress up Word documents with a variety of graphics by

either importing pictures from other sources or creating them your-

self inside Word. Graphics can make a document more interesting

and can explain visual concepts more easily than text alone. (You know the

old saying . . . a picture is worth a thousand words.)

In this chapter, you learn how to insert clip art and photos from your own
files and how to position and format pictures in a document. You also learn
about the drawing tools, which are available not only in Word, but also in

Excel and PowerPoint.

If you're creating a report with graphics that illustrate the content, you'll
also be interested in Word's features for numbering and captioning figures.
See Chapter 10, which focuses on creating professional reports, for details.

In Word 2013, and also in some of the other
Office apps too, you get free access to a

large online library of clip art maintained by
Microsoft at Office.com. Each of the main Office
applications has an Online Pictures command
that opens a dialog box where you can search
this library and insert images from it into your
documents. This image library contains not only
clip art but also royalty-free stock photography.

Office.com is only one of the possible sources

of online images you can explore. You can also
retrieve files via a Bing Image Search on the web.
Bing (www.bing.com) is a search engine spon-
sored by Microsoft, and the Bing Image Search
feature in Office applications enables you to
easily locate images from all over the Internet.

Inserting Pictures from the Web

Clip art is generic artwork. In
the days before most businesses
had computers, companies that
needed stock artwork would buy
large books of line drawings, and
when they needed an image,
they would clip it out of the book
with scissors and glue it to a
paste-up layout. That's where
the name comes from. Today,
clip art refers to line-based
drawings such as the ones you
can get from Office.com.
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Understanding vector and raster graphics

There are two types of computer graphics: vector and raster. They’re very
different from one another, and each is best suited for a different purpose.

Clip art is a type of vector graphic. A vector
graphic is created behind the scenes by
using math formulas; if you've taken a geom-
etry class where you plotted a function on
graph paper, you get the idea. Computerized
clip art builds images by layering and com-
bining individual lines and shapes, each one
constructed via a math formula. As a result,
the clips can be resized without losing any
quality because resizing simply changes the
math formula. Clip art files are also very
small compared with raster graphics. The
main drawback of clip art is that the images
don’t look real — they look like drawings.

Photos from digital cameras are examples

Microsoft Office uses the terms
image, picture, and graphic inter-
changeably in its documentation
and help system, and so does this
book. All three refer generically
to any picture, regardless of its
type or source. The term photo-
graph refers specifically to raster
images, and the terms clip art
and illustration refer specifically
to vector images.

of raster graphics. A raster graphic is a densely packed collection of colored
dots that together form an image. If you zoom in on a photo on a computer,
you can see these dots individually. In a raster graphic, each dot is called a
pixel, and its color is represented by a numeric code (usually 24 or 32 binary

digits in length per pixel).

Finding and inserting pictures from the web

In the following exercise, you practice searching for online pictures by using
both Office.com and a Bing image search and inserting them in a document.

\\J

Files needed: Chapter 8 Breton.docx

1. Open Chapter 8 Breton.docx and save it as Chapter 8 Breton Art.docx.

2. Position the insertion point at the beginning of the first body paragraph

(“This week . . .”).

The picture will be placed wherever the insertion point is. If the insertion
pointis in the middle of a paragraph, the picture will split the paragraph
in two, possibly creating an awkward look that you didn't intend. For best
results in most cases, position the insertion point on its own line, between
two paragraphs, or at least at the beginning or end of a paragraph.



Inserting Pictures from the Web

3. Choose Insert~>Online Pictures.
The Insert Pictures dialog box opens.

4. Click in the Office.com Clip Art search box, type poinsettia, and
press Enter.

A selection of pictures that have poinsettia as a keyword appear in the
task pane. See Figure 8-1.

4 BACK TO SITES

G Office.com Clip Art

- I ) poinsettia
44 search results for poinsettia

[ 1>

v

he's
%

Blooming Christmas poinsettia flowers
683 x 1024

Select one or more items. nsert Cancel

Figure 8-1

5. Scroll through the resulting clips.

Notice that the results are a mixture of line

drawings and photographs. Notice that the clip is placed in

the document as an inline image.
6. Click one of the clips and then click the An inline image is treated like a

Insert button to insert it. really large character of text. The
height of the image makes the first
line of the paragraph extra tall, as
you can see in Figure 8-2. Later
in this chapter, you learn how to
make text wrap more gracefully
around a picture.

The clip appears in the document, as
shown in Figure 8-2. If your clip is larger
than the one shown, resize it by dragging
one of its corners. See “Resizing a Picture”
later in this chapter for help if needed.
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B E S R Chapter 8 Breton Art.docx [Compatibility Mode] - Word PICTURE TOOLS ? H - 8 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT Lois Lowe - H
o] - [ - D g Forward =~ T B
I;ﬂ Corrections = ¥ Picture Barder Bring Forward [ S :
i Color~ =] amtll | sl || el | |- | Q Picture Effects - Send Backward
Remove = - Position Wrap . Crop =1gg -+
Background [ Artistic Effects ‘@ - = | BL Picture Layout = ext- Ols Selection Pane L L e N
Adjust Picture Styles ™ Arrange size n ~
| [ E 1 2 3 4 5 6 ~ 7 -
Breton Avenue Flower Emporium
Come See Whot's Blooming!
- R N
~
his week at Breton Avenue Flower Emporium, we are featuring holiday T
plants and flowers including fragrant pine and spruce wreaths, poinsettias, and amaryllis, all at 10% off.
As an added bonus, when you buy two or more items, you'll enjoy an extra 5% off, plus free delivery
within the metro area.
If you are not yet a member of the Breton Blooms Flower Club, sign up today to receive special offers via
-
e-mail, plus a free flower arrangement on your birthday each year.

PAGE1OF1 91WORDS [I2  ENGLISH (UNITED STATES) B2 B -——F—+ 110%

Figure 8-2

7. Press Delete to remove the inserted clip.

8. Press Enter to create a new paragraph
and then press the up-arrow key once
to move the insertion point into that
new paragraph.

These images come from the
web rather than from Microsoft.
Notice the information that
appears across the bottom of
9. Repeat Steps 2 through 5 to insert a the dialog box indicating that the

different picture. images shown are licensed under
Creative Commons. This filter

This ti he cli i line. S
is time the clip appears on its own line S o0 e el S

10. Press Delete to remove the inserted clip. one’s copyright by using a found
11. On the Insert tab, click Online Enagf_. Im[a:ges that dlpnt have a
Pictures. reative Commons license are

not likely to be free to use in your
The Insert Pictures dialog box opens. documents or elsewhere. You can
turn off this filter by clicking Show
All' Web Results if desired.

12. Click in the Bing Image Search box,
type poinsettia, and press Enter.
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Inserting Photos from Files

A selection of pictures that have poinsettia as a keyword appear in the
task pane. See Figure 8-3.

4 BACK TO SITES

Bing Image Search
poinsettia
5620 search results for poinsettia

i A ¥

—————— e e [ o I~

Search results are images licensed under Creative Commons. Please review the specific license for any image you want to use %

1>

v

to ensure you can comply with it.  Show all web results

Select one or more items. nsert Cancel

Figure 8-3

13. Click one of the pictures and then click the Insert button to insert it.

The clip appears in the document. Depending on the picture you chose,
the image may be small, as in Figure 8-2, or may take up the entire
page width.

14. Press Delete to remove the inserted clip and press Delete again to
delete the blank line you created earlier.

15. Save the changes to the document.

Leave the document open for the next exercise.

Inserting Photos from Files

The clips available online are generic. Sometimes, you might want to insert
a more personal picture, such as a digital photo you took or a picture that a
friend or coworker sent you via e-mail.

In the following exercise, you insert a photograph from a file stored on your
hard drive.
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Files needed: Chapter 8 Breton Art.docx, already open from the previous exercise
1. In Chapter 8 Breton Art.docx, click at the end of the document and
press Enter to start a new paragraph.
2. Choose Insert~ Pictures.
The Insert Picture dialog box opens.

3. Navigate to the folder containing the data files for this chapter and
select 08graphic01.jpg, as shown in Figure 8-4.

It x

@ ~ 4 )l « Wordele.. » ChO8Data » v & Search Ch08 Data o
Organize »  New folder o~ 0 @
~
‘@ SkyDrive =
& Homegroup E
18 This pC Solutions 08graphic01.jpg
b Desktop
"l Documents
1 Downloads
W Music
& Pictures
B Videos
iy 05(C)
- RECOVERY (D),
File name: | D2graphic0l jpg | | All Pictures (*.emf;*.wmf;* jpg;* v
Tooks = Insert | Cancel
Figure 8-4

4. Click the Insert button.
The picture is inserted in the document.

5. Save the changes to the document.

Leave the document open for the next exercise.

Managing Picture Size and Placement

After you insert a graphic in a document, you may decide you want to move
it or change how the text around it interacts with it. For example, you might
want the text to wrap around the graphic or even run on top of it.

You can size and position a graphic in several ways. You can manually size or
move it by dragging; you can specify exact values for height, width, and/or
position on the page; or you can use the Word placement commands to place
the image in relation to other content.



205

Managing Picture Size and Placement

Changing the text wrap setting for a picture

By default, as [ mention earlier, a picture is inserted as an inline image, which
means it’s treated like a text character. However, that’s not usually the best
way for an image to interact with the text.

\‘&N\BER
& When you want the text to flow around an image, change the image’s

Text Wrap setting. This way, if the text moves (due to editing), the graphic
stays put.

In the following exercise, you change the text wrap setting for a picture.

Files needed: Chapter 8 Breton Art.docx, already open from the previous exercise

1. In Chapter 8 Breton Art.docx, PCoRE To00s T E - 8 X%
select the picture that you S REVIEW  VIEW FORMAT Lois Lowe ~ H
inserted in the previous exercise. prgronet - R G gy

Send Backward

v
+ & T
E

Crop =[5 3g"
nl:: Selection Pane - - P[22

The Picture Tools Format tab -
becomes available. 9

le featuring

In Line with Text Size & ~
Square - & -
Tight ncluding

Through ws, when

2. Choose Picture Tools anils, 4
Format~>Wrap Text to open a S
menu of text wrap settings.

Top and Bottom area.

Behind Text

wer Club, si sal offers via

[T T I\?I\

ay each yed B 0 Frontof Tet

See Figure 8-5.

3. Choose Square. -

More Layout Options...
Set as Default Layout

4. Drag the picture upward and
drop it at the left margin so that
it top-aligns with the top of the
first body paragraph, as shown Figure 8-5
in Figure 8-6.

Q_“\CE
& For extra practice, try each of the other Wrap Text settings and compare

their results. You don't have to select each of the settings; just pointing at
a setting shows a preview of it in the document.

The photo currently in the document is rectangular, so you don'’t see
any difference among some of the settings. To understand the differ-
ences among them, you must use a piece of clip art with a transparent
background for your experiments.
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Breton Avenue Flower Emporium

Come See What's Blooming!
I

B =7/ week at Breton Avenue Flower Emporium, we are featuring
rﬁday plants and flowers including fragrant pine and spruce
wreaths, poinsettias, and amaryllis, all at 10% off. As an added
bonus, when you buy two or more items, you'll enjoy an extra

5% off, plus free delivery within the metro area.

If you are not yet a member of the Breton Blooms Flower Club,
sigh up today to receive special offers via e-mail, plus a free
flower arrangement on your birthday each year.

Figure 8-6

5. Press Delete to delete the picture.

6. If needed, reposition the insertion point at the beginning of the first
body paragraph.

7. Using the Online Pictures command, locate and insert a poinsettia clip
art image (a drawing, not a photograph) that has a white (transparent)
background.

You learned about the Online Pictures
command earlier, in the section
“Finding and inserting pictures from Notice the icon next to the
the web.” selected picture that looks like
an arch? You can click that button
to open a floating version of the
Wrap Text button’s menu, as an
The text wraps around the clip art alternative to clicking the Text
with a rectangular border, as shown in Wrap button on the Ribbon.
Figure 8-7.

8. Choose Picture Tools Format=>Wrap
Text and choose Square.

Breton Avenue Flower Emporium

Come See Whot's Blooming!

I

& ~: week at Breton Avenue Flower Emporium, we are featuring holiday
pTants and flowers including fragrant pine and spruce wreaths,
poinsettias, and amaryllis, all at 10% off. As an added bonus, when you
buy two or more items, you'll enjoy an extra 5% off, plus free delivery
within the metro area.
If you are not yet a member of the Breton Blooms Flower Club, sign up
today to receive special offers via e-mail, plus a free flower arrangement
on your birthday each year.

Figure 8-7
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9. Click the Wrap Text button again and choose Tight.

The text wraps around the image itself, not its rectangular frame; see
Figure 8-8. If the text does not wrap around the image, try a different clip
art image; the one you chose might not have a transparent background,

even though it looks like it does.

If any stray bits of text appear below and to the left of the image, you can
fix the stray text by adjusting the image’s wrap points, as explained next.

Text flows into the image’s rectangular frame.

¥

Breton Avenue Flower Emporium

Come See Whot's Bloomihg!
I

This we

on your birthday each year.

iZA: eton Avenue Flower Emporium, we are featuring holiday plants and
flowers including fragrant pine and spruce wreaths, poinsettias, and amaryllis,
all at 10% off. As an added bonus, when you buy two or more items,

you'll enjoy an extra 5% off, plus free delivery within the metro area.

If you are not yet a member of the Breton Blooms Flower Club, sign up

today to receive special offers via e-mail, plus a free flower arrangement

Figure 8-8

10.

11.

12.

13.

Click the Wrap Text button again and
choose Edit Wrap Points.

Black squares and a dotted red outline
appear around the clip art image.

These usually invisible points determine
where the text is allowed to flow when text
is set to Tight (that is, to wrap tightly around
the image). See Figure 8-9.

If needed, drag one or more of the black
squares outward to block the space where
the stray text appears so that it can’t flow
there anymore.

Click away from the image to deselect it
and finalize the change in its wrap points.

Save the changes to the document.

Leave the document open for the next exercise.

Drag a black square to adjust
the way text flows into the
image background.

I l This week == et

.,_\_ﬂiwers inclu

T allat 1

* you'lle

.\ If you arg
today t

Figure 8-9
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Moving a picture

You can move a picture by dragging it where you want it to go. The way a
picture moves when you drag it varies depending on the text wrap setting

you've chosen for the picture:

v~ If the default setting of In Line with Text is in effect, you can drag a
picture only to a spot where you can also drag text:

¢ Within existing paragraphs

¢ Before or after existing paragraphs

However, you can’t place a picture outside of the document margins or

below the end-of-document marker.

v~ If any other text wrapping setting is in effect, you can drag a picture

anywhere on the page.

You can also move a picture by specifying an exact position for it. To do so,
use the Layout dialog box or one of the presets in the Position drop-down list

on the Format tab under Picture Tools.

In the following exercise, you move a picture.

Files needed: Chapter 8 Breton Art.docx, already open from the previous exercise

1. In Chapter 8 Breton Art.docx,
select the picture that you
worked with in the previous
exercise.

2. Choose Picture Tools Format->
Position button to open a menu
of positions. Choose the posi-
tion that shows the picture in
the upper-right corner of the
document.

See Figure 8-10.

3. Drag the picture downward so
that its top aligns with the top
of the first body paragraph.

ord PICTURE TOOLS ?TE - x
ALNGS — REVIEW — VIEW  FORMAT Lois Lowe - Y
Border~ EI 11 Bring Forward = [~ il
Fifects - & 5end Backward +

Position Wr

i ap Crop =[1 50
Layouts = Tepe SiSclectionPane  che o e 188

T In Line with Text size ~ ~

B s ) 7

With Text Wrapping

= EE
EEE
e EE

T More Layout Options...

e are fe:

Figure 8-10

4. Click the Position button again and choose More Layout Options.

The Layout dialog box opens with the Position tab displayed.
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5. In the Horizontal section, click Absolute Position, and then in the
Absolute Position text box, enter 5.

6. In the Vertical section, in the Absolute Position text box, enter 1.

Figure 8-11 shows the dialog box with these settings.

Position | Text Wrapping Size
Harizontal
[:l Alignment Right relative to Margin
() Book layout Inside of Margin
@l Absolute position |57 to the right of | Margin
() Relative position relative to Margin
Vertical
() Alignment Top relative to Margin

@J Absolute position h below Margin

[:l Relative position relative to Margin

Options
|:| Move object with text Allow averlap
|:| Lock anchor ¥| Layout in table cell

Figure 8-11

7. Click OK to close the dialog box.

The picture’s position is adjusted accord-
ing to the settings you entered.

Inches are the default units of
measurement in this dialog box.

But what if you add or delete text in the
document so the text that’s next to the
picture now might not later be? What if you
want the picture to move with the text? The following steps show how to
set that up.

8. Click the Position button and choose More Layout Options to reopen
the Layout dialog box.

9. In the Vertical section, for the Absolute Position setting, change the
value to 0” and change the Below setting to Paragraph.

10. Make sure that the Move Object with Text check box is selected.
Figure 8-12 shows the dialog box with these settings.
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Position | Text Wrapping Size

Horizontal

O Alignment relative to Margin
() Book layout of Margin
@Abso\utegosition to the right of | Margin
O Relative position l:l relative to Margin

Vertical

O Alignment Top relative to Page

@Abso\uts position below Paragraph

O Relative pasition l:l relative to Page
Options

Move object with text Allow overlap

[ Lock anchar ¥| Layout in table cell

L..Ganeel

Figure 8-12

11. Click OK.

12. Click at the beginning of the paragraph that contains the document
subheading (“Come see . . .”) and press Enter twice.

\3
p Notice that the picture moves with the paragraph to which it is adjacent.

13. Press Backspace twice to delete the extra paragraphs just created.

14. Save the changes to the document.

Leave the document open for the next exercise.

Resizing a picture

You can resize a picture by dragging its selection handles or by specifying an
exact height and width for the picture from the Layout dialog box.
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Most image types maintain the aspect ratio
automatically if you drag a corner selec-
tion handle. If the aspect ratio doesn't stay
constant when you drag a corner selection
handle, hold down Shift as you drag to force
it to do so.

Raster images look fuzzy if you enlarge them
past their original size. That's one advan-
tage of vector images: They remain crisp
and sharp at any size.

In the following exercise, you resize a picture.

When you resize a picture, its
aspect ratio can change. The
aspect ratio is the proportion of
width to height. A photo may not
look right if you don’t maintain the
aspect ratio; clip art is less likely
to suffer from small differences in
the ratio. When you drag a corner
selection handle, the aspect ratio
is maintained; when you drag a
side selection handle, it is not.

Files needed: Chapter 8 Breton Art.docx, already open from the previous
exercise

1.

In Chapter 8 Breton Art.docx, select the clip
art image that you worked with in the pre-
vious exercise if it isn’t already selected.

. Hover the mouse pointer over the lower-left

selection handle.

The mouse pointer becomes a double-headed
diagonal arrow, as shown in Figure 8-13.

. Drag out and downward, enlarging the

image by about % inch.

Use the onscreen ruler to gauge the distance.
If the ruler does not appear, mark the Ruler
check box on the View tab.

. Right-click the picture and choose Size and

Position.

Mouse pointer
Figure 8-13

The Layout dialog box opens with the Size tab displayed.

. In the Height section, set the Absolute setting to 2".

The Width automatically changes because the aspect ratio is locked.
See Figure 8-14. Depending on the image you are working with, the width
may not be the same as the height, as it is in Figure 8-14.
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Position | Text Wrapping Size
Height
(®) Absolute |27
Relative relative to | Page

Width

(@ Apsolute |2°

Relative relative to | Page
Rotate
Rotation: o
Scale
Height: 107 %

Lock aspect ratio
Relative to original picture size

ariginal size
Height: 1.88"

Reset

Figure 8-14

6. Click OK.

7. Save the changes to the document and close it.

Leave Word open for the next exercise.

Making Basic Edits to a Picture

The original picture you insert in a Word document is just a starting point;
you can modify that picture in a variety of ways to create special effects and
to improve the picture’s appearance. For example, you can adjust the pic-
ture’s brightness and contrast, apply a color wash to it, and/or apply artistic
effects to the picture that give it interesting new looks, such as making a
photo look like a pencil sketch or a watercolor painting.

Adjusting brightness and contrast

If a photo suffers from being too light or too
dark, you can make adjustments in Word

that may help it. If a picture looks washed- Brightness refers to the over-
out and faded, increasing its contrast may all lightness or darkness of the
enhance it. You can also choose to sharpen image, whereas contrast refers to
or soften an image. the difference between the light

and dark areas of a picture.
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In the following exercise, you adjust the brightness, contrast, and sharpness
of a picture.

Files needed: Chapter 8 Sycamore.docx

1. In Word, open Chapter 8 Sycamore and save it as Chapter 8 Sycamore
Photo.

2. Select the photo and then choose Picture Tools Format=>Corrections
to open a menu of samples (see Figure 8-15).

m H L Chapter 8 Sycamore Photo.docx - W
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAIL

- l? i
I;;I Correctiory J;E — Picture Bor
Sharpen/Soften Picture Effe

. o -
e i 'l 'l el
1

Brightness/Contrast

%‘ Picture Corrections Options...

Figure 8-15

3. Point the mouse at several of the samples and observe the preview on
the picture; then in the Brightness and Contrast section, choose the
Brightness 0, Contrast +20% sample (third sample in the fourth row of
the Brightness/Contrast section).

4. Click the Corrections button again to reopen the menu and in the
Sharpen/Soften section, click the Sharpen 25% sample (fourth sample
in the first row).

5. Save the changes to the document.

Leave the document open for the next exercise.
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Adjusting colors

You can make adjustments — subtle
or dramatic — to a picture’s colors

from within Word. You can adjust the Color saturation is the vividness of the
color saturation and the color tone. color. Color tone is the subtle change
The color tone is described by “tem- in the tint of the image (red, green,
perature” in Office applications, with or blue). Color wash is an effect that
lower numbers being more blue (think: changes an image to a monochrome
frozen) and higher numbers being more version with the chosen color as the
orange (think: heated like a flame). For single color that comprises it.

example, a strongly blue tone would

be 4700K, and a strongly orange tone
would be 11200K. You can also make an
image grayscale or black-and-white, or apply a color wash, which makes the
image monochrome (like grayscale) but with some other color than gray.

In the following exercise, you modify a photo’s colors.
Files needed: Chapter 8 Sycamore Photo.docx, open from the preceding exercise
1. In the Chapter 8 Sycamore Photo document, select the picture if it’s
not already selected.
2. Choose Picture Tools Format=>Color.

A palette of color change options appears. See Figure 8-16.

B R 0L - Chapter 8 Sycamare Photo.docx - Word
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW VI
EE Corrections~ &, LZ picture Border~ . .
== [ Color~ || -| Q@ Picture Effects -
Remove *n Wrap
Background | Color Saturation

T ——

- Color Tone

2 e e e

Recolor
* E 2
S 2 2 A N

T

%9 More Variations

\II]

P4 Set Transparent Color

& Picture Color Options...
] l

Figure 8-16
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3. Point to several of the options, and observe their effect on the image
behind the open menu; then in the Color Tone section on the Color

button’s menu, choose Temperature: 5900K.

4. Click the Color button again, and in the Recolor section of its menu,

choose Olive Green, Accent Color 3 Dark.

The picture appears as a monochrome image in olive green.

5. Click the Color button again, and in the Recolor section of its menu,
click the full-color sample (No Recolor) to return the image to

multicolor.

6. Save the changes to the document.

Leave the document open for the next exercise.

Applying artistic effects

Many effects are designed to make a photograph
appear as if it were drawn or painted by an
artist.

In the following exercise, you apply artistic effects
to a photo.

Files needed: Chapter 8 Sycamore Photo.docx,
open from the preceding exercise

1. In the Chapter 8 Sycamore Photo docu-
ment, select the picture if it’s not already
selected.

2. Choose Picture Tools Format->Artistic Effects.

An artistic effect is a transfor-
mation that gives the image an
altered appearance in some way.
For example, some of the artistic
effects include Pencil Grayscale,
Line Drawing, and Watercolor
Sponge.

A palette of effect options appears. See Figure 8-17.

3. Point at several effects to see them applied to the image and then

choose Pencil Sketch.

The image’s appearance takes on the qualities of a pencil sketch, as

shown in Figure 8-18.
4. Save the file and close it.

Leave Word open for the next exercise.
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El F'e > B & vﬁh = Chapter 8 Sycamaore Phaoto.
HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES

[ i - L# pj
Eﬂ Corrections ]Q: P
i [&] Color~ o Pi
Remaove = X
Background .'A"lISl ffects - l;“-z'pl
- r W r e
. % Artistic Effects Options...
Figure 8-17

Sycamore Canine Athletes

Figure 8-18
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Drawing Lines and Shapes

In addition to importing other people’s images, you can also draw your own
via the Shapes tool in Word. By combining and formatting shapes, you can
create simple illustrations and annotate other artwork with lines and shapes
that call attention to certain areas.

\ . . . - .
P Word doesn't differentiate between lines and shapes in its drawing tools:

They're all generically called shapes. Therefore, when this book refers to
shapes, it also includes lines.

The lines and shapes that you draw in Word are vector graphics, which
means they can be drawn at any size, and moved, sized, and formatted freely
after their initial placement. Drawn shapes are similar to clip art images in
most ways; most of the formatting you can apply to a clip art image, you can
also apply to drawn lines and shapes.

“&N\BEB
& The drawing tools in Office applications are quite rudimentary, and you
may find it difficult to create complex artwork using them. You can use
other applications to create your artwork and then import the finished
images into Office applications.

Drawing shapes

To draw a shape, use the Shapes command to open a palette of shapes and
then click the one you want to draw. Then either click or drag in the Word
document to create the chosen line or shape.

So which is it — click or drag? Either one will work, but they produce dif-
ferent results. If you click in the document, a shape of default dimensions
appears. You can then resize and format it as you like. If you drag in the docu-
ment, you can control the shape’s dimensions by the amount you drag verti-
cally and horizontally.

\P . . .
) Certain shapes, such as circles and squares, are the same height and

width by default, but if you drag to create them, you can distort their
original aspect ratios to make ovals and rectangles. If you want to con-
strain a shape to its default aspect ratio as you draw it, hold down the
Shift key while you drag.
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In the following exercise, you draw some lines and shapes to create a simple
picture.

Files needed: None

1. Press Ctrl+N to start a new % s Croptr Daving ]
blank document in Word and y—— D‘N“Ti D“‘DG” F’f;‘::a“;m M“ﬁ“ E“:‘“NZ
save it as Chapter 8 Drawings. Domioe 0 0 28 (Gl O

' Page Break - Pictures | = @ Screenshot™  office~  Video T

2. Choose Insert->Shapes, and on 1} Reconty Used Shages

. t 8 ENNOOOALT LSS G
the menu that appears, exam- . AL ) B
. . 0 Lines
ine the available categories N RV Y
of shapes and the individual Rectangles
R . [ Y Y o o
shapes within each one (see Basic Shapes
. HOALONGQODEBO
Figure 8-19). eLOOLrLZco8a
O0®A~AHNeVXG C3

3. In the Rectangles section, ol
choose Rounded Rectangle. ] DEGLOTEBPRID

€ 2 van D> RO

4. Click anywhere on the docu- ﬁfﬁsmpﬂ
ment to place a 1-inch rounded - et Ll
square and then drag a side DO<s00Us=0au

. ocudn®d X ¢ AVAD
selection handle outward to o200
: 9 : Stars and Banners
12n.crela:se the shape’s width to - 437400090500
. o8 £ R TR [T 1010
lnc es Gallouts
. [l ep ] A E

5. Choose Insert~>Shapes again ?m‘fu‘duﬂﬂ@ ne
and then choose the isosceles ’ R ew Draving Comves
triangle

6. Hold down the Shift key and Figure 8-19

drag on the document to the
right of the rectangle to create
a triangle that is 1.5-inches wide at its base.

Holding down Shift maintains the original aspect ratio of the shape.
7. Choose Insert>Shapes again, and in the Lines section, choose Curve.

8. Move the mouse pointer to the document and then follow these steps
to place the curve:

a. Click below the rectangle to place the beginning of the line.

b. Move the mouse pointer about 1 inch down and 1.5 inches to the
right of the original point, and then click again to place the center of
the curve.

¢. Move the mouse pointer 1 inch up and 1.5 inches to the right of the
previous point, and then double-click to end the drawing of the curve.
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Figure 8-20 shows the draw-

ings at this point. Your curve
may look different from the one
shown.

9. Select the curve and press the

Delete key to remove it.

10. Choose Insert=>Shapes again,

:'I_-'
and in the Stars and Banners ‘
section, choose Up Ribbon. ‘ ‘

11. Drag to draw a ribbon below
the remaining shapes, approxi-
mately 5.5 inches wide and
0.5 inch high.

12. Save the document.

o]

Figure 8-20

Leave the document open for the next exercise.

Choosing a shape outline and shape fill

For a shape to be seen, it needs to have an outline, a fill, or both. By default,
shapes you draw have both. The default fill color comes from the color
scheme that’s in use; it’s the Accent 1 color (the fifth color from the left in the
color palette).

The shape outline, if present, has a color, a
weight (thickness), and a style (such as solid,

dotted, or dashed). You can control all those Afill is an inside color or pattern
options from the Drawing Tools Format tab. for a shape, whereas an outline is

a colored border around the out-
Any shape (except a line) can also have a fill. side of a shape.

This fill can be any of the following:

v A solid color
»” A texture

v A pattern, such as a checkerboard
or pinstripe

A texture is a repeating graphic
that makes the fill look like a
»” A gradient certain type of surface, such as
marble, wood, or newsprint. A
gradient is a gradual blending
from one color to another.

v A picture
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§“v‘,\l\m:'l?
& Lines don't have a fill. Their appearance is controlled by their Shape
Outline setting.

In addition to the standard outline and fill choices, you can also apply Shape
Effects, such as beveled edges, glow, shadows, reflection, and 3-D rotation,
to drawn shapes. By combining different shapes, fills, and borders, you can
create some very interesting effects.

\3
) As a shortcut to object formatting, you can apply one of the Shape

Styles, available from the Drawing Tools Format tab.

In the following exercise, you format some shapes.
Files needed: Chapter 8 Drawings.docx, open from the preceding exercise

1. In the Chapter 8 Drawings document, select the rounded rectangle.

2. On the Drawing Tools Format tab, click the More button in the Shape
Styles group, opening the palette of shape styles, and then click the
Intense Effect — Orange, Accent 2 style.

The style is applied to the rounded rectangle.

3. Select the triangle; then choose Drawing Tools Format->Shape Fill and
click the Yellow standard color.

4. Choose Drawing Tools Format->Shape Outline and click the Orange
standard color.

5. Choose Drawing Tools Format=>Shape Outliner>Weight and click the
Y4 point weight.

6. Choose Drawing Tools Format->
Shape Effects~>Glow->More
Glow Colors and then click the
Orange standard color.

The triangle and rectangle
resemble Figure 8-21 at this

point.
Figure 8-21
7. Select the banner shape;
then choose Drawing Tools

Format=>Shape Fill->Texture~>White Marble.
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8. Choose Drawing Tools Format=>Shape Outline=>No Outline.
9. Choose Drawing Tools Format=>Shape Fill=>Gradient=>More Gradients.
The Format Shape task pane opens.
10. Select the Gradient Fill option if it’s not already selected.

11. From the Preset Gradients drop-down list, choose Medium Gradient,
Accent 4 (the gold gradient in the third row); from the Type drop-
down list, choose Rectangular; and from the Direction drop-down list,
choose From Bottom Right Corner.

12. Close the task pane.

13. Choose Drawing Tools Format->
Shape Outline and then click the
Orange standard color. .

The banner looks like Figure 8-22
Figure 8-22.

14. Save the changes to the document.

Leave the document open for the next exercise.

Rotating and modifying a shape,
and adding text

Each shape, when selected, has a small green selection handle at its top. This
is a rotation handle; you can drag it to rotate the shape. You can also rotate

a shape by exactly 90 degrees with the Rotate button (on the Drawing Tools
Format tab), or rotate it by a precise amount in the Format Shape dialog box.

Some shapes also have one or more yellow squares on them when selected.
They look like extra selection handles. These squares are for modifying the
shape’s dimensions; you can drag one of the yellow squares to change a
certain part of the shape. For example, on a block arrow, separate squares
change the size of the arrow head and the arrow shaft.

To add text to a shape, just select the shape and begin typing. The text is
placed in the center of the shape. The shape is a type of text box, and can be
formatted in much the same way as any other text box.

In the following exercise, you rotate and modify some shapes.
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Files needed: Chapter 8 Drawings.docx, open from s ? @ - x
the preceding exercise Lois Lowe - ftf
orward = [& - 1 Y

1. In the Chapter 8 Drawings document, select  |.ccwar - ED =
the triangle and then choose Drawing Tools ~ pavene k- «[157 -
Format-=>Rotate Objects=>Rotate Right 90° A Rolpte Bight 50
(see Figure 8-23). € U Rotate Left 90°

= Flip Vertical

2. Choose Drawing Tools Format->Rotate y F“E Hc:mal
Objects~>Rotate Right 90° again to rotate I More Retetion Options..
the triangle another 90 degrees. -

3. Choose Drawing Tools Format->Rotate
Objects>Flip Vertical. Figure 8-23
The triangle returns to its original
appearance.

é‘g\‘l\BEH
& Flipping is not the same as rotating for some shapes. It happens to have
the same effect for this triangle, but if you try it on an irregular shape,
such as Explosion 2, you will see the difference.

4. Drag the rotation handle on the triangle to rotate it so that the tip of
the triangle (the point closest to the rotation handle) points to the
right.

5. Right-click the triangle and choose Format Shape.

The Format Shape task pane opens.

6. Click the Effects icon (the pentagon) at the top of the task pane.

7. Click 3-D Rotation to expand those options.

8. In the Z Rotation text box, type 270 (see Figure 8-24) so that the shape

10.

11.

is rotated for the tip to point downward. Close the task pane when
finished.

. Click the banner shape and then drag the leftmost yellow square on

its border to the left as far as possible, increasing the middle section
of the banner.

Drag the yellow square on the bottom middle of the shape upward
as far as possible, shrinking the height of the middle section of the
banner.

Double-click in the banner and type ACME Corporation.
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B2 9 0§ - Chapter 8 Drawings.docx - Word DRAWING TOOLS
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Figure 8-24

12. Select the text you just typed;
choose Homer>Font Color and .
choose black for the text color. - R
Then click away from the Figure 8-25
banner to view it.

ACME Corporation

The banner looks like Figure 8-25.

13. Save the changes to the document.

Leave the document open for the next exercise.
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Stacking and grouping shapes

Single shapes may sometimes be useful in a document, but the real power of
the Shapes feature can be found by combining shapes to create more complex
drawings and logos. You can stack the shapes on top of each other and control
the order in which they appear in the stack. After you have a group of shapes
arranged just the way you want them, you can then use the Group command to
meld them together into one object that you can move and resize as a whole.

In the following exercise, you combine several shapes into a logo and then
group them into a single object.

Files needed: Chapter 8 Drawings.docx, open from the preceding exercise

1. In the Chapter 8 Drawings document,
change the triangle’s height and width to
1.75 inches each.

You can do this by dragging its side selec-
tion handles and using the ruler to gauge the
measurement, or by displaying the Drawing
Tools Format tab and entering precise mea-
surements in the Size group.

2. Drag the triangle on top of the rounded
rectangle, and then center the triangle ver-
tically and horizontally over the rectangle
(see Figure 8-26).

3. With the triangle selected, choose Drawing
Tools Format=>Send Backward to move the triangle behind the
rectangle.

Figure 8-26

4. Choose Drawing Tools Format-~>Bring Forward-~ Bring to Front.
The triangle moves forward again, in front of the rectangle.

5. Drag the banner on top of the other shapes, and then center it verti-
cally and horizontally.

The triangle obscures the

banner because the triangle is e T —
set to be the front object. oy
"
6. With the banner selected, click ‘ -
Bring Forward until the banner
is fully visible.

The logo looks like Figure 8-27. Figure 8-27
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7. Hold down the Shift key and click each of the three shapes, selecting
them all; then choose Drawing Tools Format-=>Group Objects=>Group.

The shapes are grouped into one object.

8. Save the changes to the document and close it.

Exit Word.

Summing Up

Word accepts a variety of graphics, including clip art, photographs, and
drawn lines and shapes. Here are the important skills and concepts in this
chapter:

v The Online Pictures feature, which you access by choosing Insert=>Online
Pictures, searches for clips in Microsoft’s extensive online collection or
using a Bing image search.

»* When you search for images, you can specify one or more keywords.

v A picture’s text wrap setting determines whether it will be an inline
image or will interact with surrounding text (and in what manner).

v To move a picture, drag it with the mouse. You can also specify an exact
position for it in the Layout dialog box.

v To resize a picture, drag one of its selection handles. Drag a corner to
resize it proportionally (that is, maintaining its aspect ratio).

v The Picture Tools Format tab contains buttons for modifying a picture
in several ways, including adjusting its brightness, contrast, and sharp-
ness, and changing its color.

» You can apply artistic effects to a picture from the Picture Tools Format
tab. These effects make a photo seem like it has been drawn or painted
by hand.

v Draw your own lines and shapes by choosing Insert=>Shapes. You can
then format these graphics via the Drawing Tools Format tab.

v The circular arrow symbol at the top of a selected graphic is its rotation
handle; drag it to rotate the graphic.

»* On a drawn line or shape, the yellow square(s), if present, are shape-
changing handles; drag one of them to modify the shape.

v To group shapes, select them and then choose Drawing Tools Format=
Group Objects=>Group.
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Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. Start Word and begin creating a flyer that advertises a yard sale. Type
the appropriate text, including a location, the date and time, and a list
of items to be sold.

2. Find and insert two pieces of clip art that would be appropriate for
this flyer.

3. Set the text wrapping on the clip art so that the text wraps around the
clips. Then position and size the clips attractively.

4. Enhance the flyer further by drawing at least two shapes on the flyer
and formatting them to match the look of the rest of the flyer.

s . .
For example, you might use starbursts or arrows to call attention to

important text.

5. Save your document as Chapter 8 Flyer.

6. Close the document and exit Word.

Know this tech talk

aspect ratio: The proportion of height to width of an image.
brightness: The overall lightness or darkness of an image.

clip art: Generic, predrawn artwork, available from third-party sources or
from Microsoft’s Office.com collection.

color saturation: The vividness of the color in an image.
color tone: The tint of an image.

color wash: An effect applied to an image that makes it monochrome but
with some other color than gray.

contrast: The difference between the light and dark areas of an image.
fill: The color of the inside of a shape.

inline image: A picture that’s placed within the document’s paragraph
structure and is treated as a character of text.
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outline: The color and other properties of the outside border of a shape,
or of a line.

pixel: An individual dot or data point in a raster graphic.

raster graphic: A type of graphic that defines the color of each pixel (or
dot) that makes up the image individually.

text wrap: The setting that determines how the surrounding text inter-
acts with an image, if it isn’t an inline image.

vector graphic: A type of graphic that defines each line or fill with a math
formula.
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Managing

Correspondence

v Word can print envelopes that match your business
correspondence in font and style.

»* Saving a return address enables you to create other
envelopes later without retyping the return address.

v Mail merge enables you to combine a list of
addresses with a form for labels, envelopes, or letters.

v~ Sorting the records in a mail merge allows them to
print in the order you specify.

v~ Filtering the records in a mail merge enables you to
exclude certain records from displaying or printing.
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his chapter covers creating special-purpose documents, such as

envelopes, and creating mail merges that enable you to customize

multiple copies of an envelope, label, or document from a sepa-
rately stored data list. You learn how to set up basic merges and how to sort

and filter a mail merge data source.

Creating Envelopes

Envelopes are the natural companions of business and personal letters. Most
of the time, when you print a letter, you also want an envelope for it. You can
address the envelope by hand, of course, but printing an envelope is quick
and easy in Word.

One nice thing about the Envelopes feature in Word is that it can automatically
extract the mailing address from the letter, so you don’t have to retype it. The
Envelopes feature also stores your return address and recalls it for you each
time you print an envelope.

WBER
Z An envelope has a different paper size and orientation than a business
letter, so how does Word manage to store them both in the same file?
Word creates a section break between the letter and the envelope.
Each section, such as headers/footers, watermarks, page numbers, and
more, can have its own settings that would normally apply to the entire
document. To find details about using sections to store different page
settings in one document, see Chapter 6.

Adding an envelope to a document
In the following exercise, you add an envelope to a document.
Files needed: Chapter 9 Letter.docx

1. Open the Chapter 9 Letter document and save it as Chapter 9 Letter
Envelope.
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2. Choose Mailings=>Envelopes.

The Envelopes and Labels dialog box opens. Word attempts to fill in the
correct address in the Delivery Address box, but in this case, it fails; it
fills in the bulleted list instead of the mailing address.

3. Click Cancel to close the dialog box.

4. Select the recipient name and address in the letter (Mr. Charlie Lutz,
475 E. Main St., Carmel, IN 46025) and then choose Mailings~
Envelopes again.

This time Word fills in the address correctly.

5. Type your own return address, or make one up, in the Return Address
box (see Figure 9-1), click Add to Document (or Change Document),
and if prompted to save the return address as the default, click Yes.

A new section is created at the beginning of the document, and the
envelope is placed there. Notice in Figure 9-2 that the new section has
a different paper size, orientation, and margins than the letter.

Return address

Envelopes Labels

Delivery address:
Mr. Charlie Luty
475 E. Main Strpet In the future, this same return
Carmel, IN 46015 address will be filled in for you
automatically. If you don't want to
(] Add slegtronic pabtage use the return address for the cur-
Return address: EZ~ [omt rent envelope but may want to use
Joe smith ~|  Preview Feed it in the future, you can select the
iﬁ::’l"r‘;ﬂﬁ:‘uﬁf’“ - - Omit check box in the Envelopes
— and Labels dialog box. If you don't
want to use the address anymore
permanently, delete it from the
Return Address box.

w

Verify that an envelope is loaded before printing.

Print Add to Document Options... E-postage Properties...

Cancel

Click Add to Document to create an
envelope in the document.

Figure 9-1
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Envelope
BE S 04-- Chapter 9 Letter Envelope.docx - Word ?2 @ - x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Lois Lowe ~ n
= [ B r!.‘.. = - & E Rules [T M N
- & Match Fields [0 Find Recipient
Envelopes Labels = StartMail  Select Edit Highlight Address Greeting Insert Merge review Finish &
Merge - Recipients - RecipientList MergeFields Block  Line Field [ Update Labels | Reqts | [ Check for Error Merge
Create Start Mail Merge Write & Insert Fields Preview Results Finish -~
L 1 2 3 4 H & 7 P B
Jee Smith
123 W South Street
Avon, IN 47603
by :
Mr. Charlie Lutz
475 E. Main Street L
Carmel, IN 46025
-
STime Out Sports
2857 W. Carmel Drive
Fishers, IN 46051
November 30, 2013 -
PAGE1OF2 226WORDS [  ENGLISH (UNITED STATES)

El B -—F——+ %

Letter
Figure 9-2

°~&gx\cs
Ly To understand how the document can have two different page sizes,

switch to Draft view. Notice the section break between the two pages.
Switch back to Print Layout view when finished.

Leave the document open for the next exercise.

Changing the envelope size

There are many different shapes and sizes of envelopes, and Word can
accommodate any of them. However, you must tell Word the dimensions of

the envelope you’re using so that when you’re ready to print, Word can pass
the correct size of your envelope to your printer.
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In the following exercise, you change the size of an envelope definition stored in
a Word document.

Files needed: Chapter 9 Letter Envelope.docx, open from the preceding exercise

1. In the Chapter 9 Letter
Envelope document, choose

Mailings->Envelopes to reopen Options | Printing Options
the Envelopes and Labels Envelope size: -
dialog box and then click the Size 10 (@1/8x91/2in) |

Options button. Delivery address
Font... From left: | Auto

The Envelope Options dialog box

. From top: |Auto
opens. See Figure 9-3.

Return address

2. From the Envelope Size drop- | Font.. From left:
down list, choose Monarch, and From top:
then click OK to return to the
Envelopes and Labels dialog box.

3. Click the Change Document
button.

The envelope size changes in the
document.

4. Using the same procedure as in
Steps 1 through 3, change the Figure 9-3
envelope size to Size 10.

Leave the document open for the next exercise.

Printing an envelope

To print an envelope, feed an envelope into your printer and then print the
section of the document that contains the envelope. You can either do this
manually (by choosing Filer>Print and then selecting only page 1 to print) or
you can reopen the Envelopes and Labels dialog box and print from there, in
which case only the envelope (not the letter) prints.

In the following exercise, you print an envelope.

Files needed: Chapter 9 Letter Envelope.docx, open from the preceding exercise
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1. Choose Mailings~>Envelopes to reopen the Envelopes and Labels
dialog box (see Figure 9-4).

Envelopes Labels

Delivery address:

Mr. Charlie Lutz
475 E. Main Street
Carmel, IN 46025|

|:| Add electronic postage
Return address: [j - |:| Omit

Joe Smith ~ Preview Feed
123 W. South Street

o m

w

Verify that an envelope is loaded before printing.

Print Change Document DOptions.. E-postage Properties...

Close

Figure 9-4

2. Feed an envelope into your printer and then click the Print button in
the dialog box.

The envelope prints.

3. Save and close the document.
Leave Word open for the next exercise.

If printing the envelope doesn’t go as you expected — say; it prints on the
wrong side, or it’s not lined up correctly — you might need to try again and
change the orientation at which you feed it into the printer. For example, you
might need to feed the envelope sideways, rotated 180 degrees, or upside down.

To avoid wasting an envelope, do a test print with plain paper. Draw an
arrow on a piece of paper, and put it into your printer's paper tray, face
up, arrow facing in. Then print what will appear on your envelope on that
paper. The relationship between the printout and the arrow can tell you
how to orient the envelopes you feed in. For example, if the arrow is on
the reverse side from the printing, you know that envelopes need to be
fed into the printer flap up.

235
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Performing a Mail Merge

Big companies use mail merge to mail cus-
tomized advertisements, but it’s not just for
businesses. Home users can take advantage
of mail merge for Christmas card mailing
labels, party invitations, club newsletters,
and more.

Performing a mail merge is a three-step
process:

A mail merge combines a data list,
usually of names and addresses
(that is, mailing information), with
a form letter, a label, or an enve-
lope template to produce custom-
ized copies of the letter for each

person.

1. Create (or identify) the data source.

2. Create the main document and then
insert the merge codes in it.

The data source is the file that
contains the names to be merged,
whereas the main document is
the file that contains the text that
will be the same for each copy,
plus the codes to link to the data

3. Perform the merge operation between
the data source and the main
document.

The data source must be a delimited file. In
other words, there has to be some consis-
tent way that it distinguishes between one
column or row of data and the next. Here are
some possible data source types:

source.

+ Excel or Word table: If the data & B c o £
: 1 |Name Address City State Pl

source Is an EXCel SpreadSheet’ 2 |Jan Smith 1847 Ponting Street  Avon IN 46872

each type of information is in a 3 |KarencClark 4827 South Westover Carmel  IN 46208
. 4 |SylviaSharp 522 Ridge Way Mcon IL 62544

separate column, as shown in 5 |seorge Colvin 9675tate Rosd 26 Anderson N as11

Figure 9-5. The same goes if the

data source is a Word table. Figure 9-5

v~ Plain text: If the data source is
a plain text file, each column
is delimited (separated) by a
specific character, such as a tab
or a comma. When a delimited
text file uses commas, it’s a
Comma Separated Values,
or CSV, file. The example in
Figure 9-6 uses a comma.

File Edit Format View Help
Name,Address,City,State,ZIP

Jan Smith,1847 Ponting Street,Avon,IN,46872
Karen Clark,4827 South Westover,Carmel,IN,456208

Sylvia Sharp,522 Ridge Way,Mcon,IL,62544
George Colvin,967 State Road 26,Anderson,IN,46119

Figure 9-6

v Outlook: If the data source is an
Outlook Contacts list, each type of information is in a separate field.

+* Word list: If you don’t have a data source already, choose
Mailings=>Select Recipients>Type New List to create one with the Type
New List feature in Word.
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\P
) A data file shouldn’t contain anything except the data (and perhaps

a single row of field labels, as in Figure 9-6 with Name, Address, City,
State, and ZIP). Don't use any blank rows or titles at the top of the
page because that confuses the Mail Merge utility. Check your data
file to remove extraneous rows before using the file as your mail
merge source.

After preparing the data file, you set up the main document. You can either
create the main document from scratch, or you can start with an existing
document and convert it to be a mail merge main document. The main docu-
ment consists of regular text plus codes that show where the merge fields
should be inserted. Figure 9-7 shows an example.

The << and >> characters indicate a merge code.

DearjzNamex»:

We are happy to tell you that Leonard Electronics will soon be opening a store in|«City», «States.

Figure 9-7

Then, as the final step in the merge process, you bring together the two
pieces. You can do so either by sending the results directly to the printer or
by creating a new document that contains the merge, which you can then edit
as needed and then print.

Creating mail-merged letters

Letters are one of the most common mail-merged document types.
Typically the merge fields are used to generate the mailing address. In
some letters, fields are also used to customize the letter itself (refer to
Figure 9-7).

\3
) Word 2013 provides two time-saving code blocks, <<AddressBlock>> and

<<GreetingLine>>. You find buttons for these codes on the Mailings tab.
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The <<AddressBlock>> code sets up a standard mailing address for you, or
you can insert individual codes to create the mailing address block yourself.
For example, the following are equivalent:

<<AddressBlock>> <<Name>>
<<Address>>
<<City>>,
<<State>>
<<ZIP>>

Word also provides a <<GreetingLine>> code block that inserts a greeting,
such as Dear <<Title>> <<LastName>> You can customize the greeting
line code to use any combination of titles, first names, and last names.

\P . . , L
) The following exercise doesn't use the greeting line code because the

data file doesn't have separate fields for first and last names, and the
<<GreetingLine>> code works best when those names are separate.

In this exercise, you create mail-merged letters.
Files needed: Chapter 9 Main.docx and Chapter 9 Data.xlsx

1. Open Chapter 9 Main and save it as Chapter 9 Main Merge.
2. Choose Mailings=>Start Mail Merge->Letters.
3. Choose Mailings=>Select Recipients=>Use an Existing List.

The Select Data Source dialog box opens. See Figure 9-8.

CE| x
4 (&1 « Docu.. » My Data Sources v| ¢ | Search My Data Sources »

Organize New folder =~ [ @

A Name Date modified Type

H
#§ Homegroup @ +Connect to New Data Source.odc

“f@ +NewSOLServerConnection.edc
[T business contacts.mdb
[ Christmas Card List.mdb

Micrasof
Microsof
1% This PC

Microsofd

1 Desktop Microsoft
I| Documents

i Downloads
@ Feithe

W Music

=) Pictures

8 Videos

&y 05(C)

€ Network

New Source...

HEDame All Data Sources (*.od;".mdb;™ v
Tools = Cancel

Figure 9-8
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4. Navigate to the folder containing the data
files for this chapter. Select Chapter 9
Data.xlsx and click Open. The dollar sign after the sheet

name is Excel’s way of saying that

the name is absolute — that is, it
doesn't change when you refer to
it in a formula. It is not significant

5. In the Select Table dialog box, make sure for our purposes in this exercise.
Sheet1$ is selected and click OK.

6. Move the insertion point to the line imme-
diately below the date and then choose Mailings=>Address Block.

The Select Table dialog box opens, prompt-
ing you to choose which worksheet you
want to use.

The Insert Address Block dialog box opens. See Figure 9-9.

\P
) If the sample in the Preview area is not right, click the Match Fields

button and specify which fields should be associated with which parts of
the address block.

Specify address elements Preview
Insert recipient's name in this format: Here is a preview from your recipient list:

A 1 ]

Jan smith
1847 Ponting Street
v Avon, IN 46872

Joshua Q. Randall Jr.
| Insert company name
Insert postal address:
Never include the country/region in the address
Always include the country/region in the address
® Only include the country/region If different than:

Correct Problems

If items in your address block are missing or out of order, use
United States Mateh Fields to identify the correct address elements from
your mailing list
W] Format add ding to the destinati try/regi
ormat address according to the destination country/region Mateh Fields...

Figure 9-9

7. Confirm that the address in the Preview area looks correctly formed
and then click OK to accept the default settings.

An <<AddressBlock>> code appears in the document.

8. Press Enter to start a new line after the <<AddressBlock>> code and
then type Dear and press the space bar once.

9. On the Mailings tab, click the down arrow below Insert Merge Field,
and on the menu that appears click Name.

A <<Name>> code is inserted.

10. Type a comma after the code and then click to move the insertion
point immediately before the word store in the first paragraph.
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11. Click the down arrow under the Insert Merge Field button again, and
click City.

A <<City>> code is inserted at the insertion point.
12. Press the space bar once to add a space after the code.
The letter looks like Figure 9-10.

Address block City field

Seitz|Electronics # 258 West End Trail # Clifton, IN 16891 # (317) 555-9899

Movember 30, p013

wAddressBlock

Dear «Nameyp,

Your order is|now available for pickup at your convenience. Our aCity» hora is open from Ea.m. to 9
p.m. every day. Please go to the Customer Service window at the back of the store and be prepared to

provide a phto ID and your order number.
Thank you fof your purchase!

Best wishes,

Cami Sarver
Customer Sefvice Representative

Name field
Figure 9-10

13. Choose Mailings=>Preview Results.

The first letter appears as it will be printed. Notice that extra space is
between the lines of the address block.

14. Select all the lines of the address block on the previewed letter and
then choose Homer>Line and Paragraph Spacing=>Remove Space after
Paragraph (see Figure 9-11). Click away from the selection to deselect
it when finished.

This takes care of the spacing problem for all letters in the merge file.
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Line and Paragraph Spacing button

EES 0L - Chapte} 9 Main Merge.docx - Word 7 @ - 9 X
HOME  INSERT ~ DESIGN ~ PAGELAYOUT  REFERENCES| MAILNGS — REVIEW  VIEW Lois Lowe ~
I .- : #Find -
- - .kl
DE‘@ Calibr (Body) <[11 - A" a" Aa~ o i aaBbceDc AaBbcecDe AaBb( AaBbCel %, Replce
§ o
Pﬂftz ¢ BIU -s&xx.x A-¥.-A.-==== [ | TMormal | TNoSpac.. Heading 1 Heading2 = |y o
Clipboard Font ) Styles ™ Editing ~
. f g fi s P S
- 15
20
Seitz Electronics # 258 W 23 ¥ (317) 555-9899
20

Line Spacing Options.
Add Space Before Paragraph

=[] it

REmuv&Spa(EgﬂEr Paragraph
November 30, 2013

Jan Smith

1847 Ponting Street

Avon, IN 46872
Dear Jan Smith,

Your order is now| available for pickup at your convenience. Our Avon store is open from 8 a.m. to 8 p.m.
every day. Pleasd go to the Customer Service window at the back of the store and be prepared to
provide a photo IP and your order number.

M Thank you for yoyr purchase!

Best wishes,

Cami Sarver
Customer Service|Representative

PAGE10OF1 8OF74WORDS [|¥  ENGLISH (UNITED ST/ TES) ]

B -——b——+ %

Spacing is corrected.
Figure 9-11

15. Click at the end of the last line of the address block and press Enter

once, creating an extra line of space between the address and the
greeting.

16. Choose Mailings=>Next Record to see a preview of the next letter
(see Figure 9-12).

To make the letters look better, you could center them vertically on the
page, as you learn to do in Chapter 6.
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Next Record button

BES 04 - Chapter 9 Main Merge.docx - Word 7 EH - &8 X
HOME  INSERT ~ DESIGN  PAGELAYOUT ~ REFERENCES = MAILINGS — REVIEW  VIEW Lois Lowe ~
n N .
=R R 2 B BB Bre g Mz _bu o,
- e . T Match Fields [ Find Recipient

Envelopes Labels  StartMail  Select Edit Highlight ~Address Greeting Insert Merge Preview Finish &
Merge - Recipients - Recipient List Merge Fields Block  Line Field ~ Update Labels  |Results | Check for Errors Merge

Create Start Mail Merge Write & Insert Fields Preview Results Finish ”~

. 1 % : 2 E . s T B

Seitz Electronics # 258 West End Trail # Clifton, IN 46891 # (317) 555-9899

November 30, 2013

Karen Clark
4827 South Westover
Carmel, IN 46208

~ Dear Karen Clark,

Your arder is now available for pickup at your convenience. Our Carmel store is open from 8 a.m. to 9

p.m. every day. Please go to the Customer Service window 3t the back of the store and be prepared to
provide a photo ID and your order number.

Thank you for your purchase!

Best wishes,

Cami Sarver
Customer Service Representative

PAGE1OF1 74WORDS [F ENGLISH (UNITED STATES) & B ——b——+ 9%

Figure 9-12

17. Keep clicking Next Record until you have seen all the records and
then choose Mailings->Finish & Merger>Edit Individual Documents.

The Merge to New Document dialog box opens.
18. Click OK to merge all the copies into one document.
A new document — Letters1 — opens.

19. Scroll through the new document to check the letters; then close it
without saving changes to it.

20. Save your changes to the Chapter 9 Main Merge file and then close it.

Leave Word open for the next exercise.

Creating mail-merged labels

Another type of mail merge involves printing on sticky-backed labels, which
you can then pull apart and use for package mailing, name tags, or any other
purpose you might use labels for.
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The mail merge process is much the same for labels, except that you specify
a label type and size and then Word creates a table that mimics the labels.
The merge fields are placed into the upper-left corner cell of the table and

copied into the other cells.

In this exercise, you create mail-merged labels.

Files needed: Chapter 9 Data.xlsx

1. In Word, press Ctrl+N to start a new blank document, save it as

Chapter 9 Labels.docx, and
then choose Mailings—>Start
Mail Merge=>Labels.

The Label Options dialog box
appears.

2. From the Label Vendors

drop-down list, choose Avery

US Letter; in the Product
Number list, choose 5160
Easy Peel Address Labels
(see Figure 9-13); click OK.

5163 Shipping Lab
5164 Shipping Lab
5165 Full-Sheet Shipping Labels

Details... New Label..

v

-

Label information

Type:
Height:
Width:

Page size:

Easy Peel Address Labels
p

263"

85 %117

Cancel

Figure 9-13

Almost every size and shape of label has a code on the packaging or the

label sheet itself. When you create labels for your own purposes, you
just match that code with one of the templates in Word. In Step 2, 5160

Easy Peel Address Labels is an example of a label code.

3. If you don’t see the gridlines of the table onscreen, choose Table Tools

Layout=>View Gridlines.

4. Choose Mailings->Select Recipients=>Use an Existing List.

The Select Data Source dialog box opens (refer to Figure 9-8).

5. Navigate to the folder containing the data files for this chapter. Select
Chapter 9 Data.xlIsx and click Open.

The Select Table dialog box opens, prompting you to choose which
worksheet you’ll use for the data source.

6. In the Select Table dialog box, make sure SheetlS$ is selected and then

click OK.

The data source is attached. In the table, <<Next Records> codes
appear in every cell except the upper-left one. See Figure 9-14.
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B E 9 & - Chapter 9 Labels.dacx - Word TABLE TOOLS ? EH - 8 X
HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES = MAILINGS  REVIEW  VIEW  DESIGN  LAYOUT Lois Lowe ~ ﬁ
= @R R D BB @ o anlp
- L 7 Match Fields Find Recipient
Envelopes Labels  StartMail  Select Edit Highlight ~Address Greeting Insert Merge Previe Finish &
Merge - Recipients - Recipient List Merge Fields  Block  Line Field- L& UpdateLabels  pesyies [ Check for Errors Merge -
Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish -~
L ﬁ 1 2 pli# 3 @ 5. ## 6 7 a4 -
[

«MNext Record»

«Next Record»

«Next Records «Next Records

«Next Record»

aNext Record» aNext Record»

«Next Record»

«Next Record» «Next Record»

«Next Recard»

aMNext Record» aMNext Record»

«Next Record»

«MNext Record» «Next Record»

ENGLISH (UNITED STATES)

PAGE1OF1 58 WORDS

Figure 9-14

«Next Recard»

7. Choose Mailings->Address Block, and in the Insert Address Block
dialog box that appears, click OK to accept the default address block

settings.

The <<AddressBlock>> code appears only in the upper-left cell.

GUCE

For more practice, you could delete the <<AddressBlock>> code and
construct your own address block manually by inserting the <<Name >>
field, pressing Shift+Enter, inserting the <<Address>> field, pressing
Shift+Enter, inserting the <<City>> field, typing a comma and a space,
inserting the <<States>> field, typing two spaces, and inserting the

<<ZIP>> field.
8. Choose Mailings~>Update Labels.

The code from the upper-left cell is copied to all the other cells.

9. Choose Mailings=>Preview Results.

The four label results appear, as shown in Figure 9-15.
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BE S 04 - Chapter 9 Labels.dacx - Word TABLE TOOLS ? EH - 8 X
HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES = MAILINGS  REVIEW  VIEW  DESIGN  LAYOUT Lois Lowe ~ ﬁ
=B R E D B BER R e e
- - S Match Fields [5 Find Recipient
Envelopes Labels  StartMail  Select Edit Highlight ~Address Greeting Insert Merge revi Finish &
Merge - Recipients - Recipient List Merge Fields Block  Line Field- L& UpdateLabels  pesyjts [ Check for Errors Merge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish ~
L ﬁ 1 2 pli# 3 @ 5. ## 6 7 a4 -
[
Jan Smith Karen Clark Sylvia Sharp
1847 Ponting Street 4827 South Westover 522 Ridge Way
Avon, IN 46872 Carmel, IN 45208 Macon, IL 62544
George Colvin
967 State Road 26
Anderson, IN 46119
Figure 9-15

10. Save the document.

Leave the document open for the next exercise.

Sorting and Filtering Mail Merge Records

If you pull data from a large database to create your mail merge or pull from
a data source that includes more records than you need for your purposes,
you may find it helpful to sort and/or filter the data to show only what you
want, in the order you want it. In the following exercises, you sort and filter
your data.

Sorting a merge data source
Sorting the records in the data source places them in alphabetical order (or
numeric order) based on one or more fields. For example, you might want to
print mailing labels in zip code order, or by last name.
In this exercise, you sort the records in a mail merge by zip code.

Files needed: Chapter 9 Labels.xlsx, open from the preceding exercise

1. In the Chapter 9 Labels document, choose Mailings~>Edit Recipient List.
The Mail Merge Recipients dialog box opens.



246

Chapter 9

2. Click the down-pointing arrow on the ZIP field’s column header,
choose Sort Ascending (see Figure 9-16), and click OK.

The records appear in zip code order, as shown in Figure 9-17.

N3 . . . .
If field codes appear instead of records, choose Mailings=>Preview
Results.
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.
Data Source [ [Name | Address - | Ciy - |State < [2P -
chapter 9 Dataxisx 52l Jan smith 1847 Ponting Street A Sort Ascending .
Chapter@ Dataxlse [ Karen Clark 4827 South Westover  Carmel | 2 5 p o I you need a multilevel sort to
Chapterd Dataxlsx [ Sylvia Sharp 522 Ridge Way Macon o 5
ChapteroDataxiss  [7 GeorgeCohin 907 StateRoad 26 Andersor (A1) break ties, such as sorting by
o last name if two records have the
62504 same zip code, click the Sort link
seme in the Refine Recipient List sec-
Data Source Refine recipient list (Elanks) I tion Of the Mall Mer e Reci ients
Chapter 9 Data xlsx 4] sor.. (Ronblanks) . . g p
— (Agenced. ) dialog box (see Figure 9-16) to set
TE3 Find duplicates.. up your sort in a dialog box that
L allows multiple sort levels.
R [} validate addresses...
Figure 9-16
[+#]
George Colvin Karen Clark lan Smith
967 State Road 26 4827 South Westover 1847 Ponting Street
Anderson, IN 46118 Carmel, IN 46208 Avon, IN 46872
Sylvia Sharp
522 Ridge Way
Macon, IL 62544
Figure 9-17

3. Save the document.

Leave the document open for the next exercise.

Filtering a merge data source

Filtering a data source excludes certain records (or, to look at it
another way, it includes only certain records) on the basis of one or
more criteria you specify. For example, you might want only addresses
from a certain city or state to be included, or only those that match a
list of certain cities or states.
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Filtering data excludes certain records from the merge results, but does not
delete the rejected data from the original copy of the data source, so you can
choose later to re-include it, or include it when using that same data set for
other projects.

In this exercise, you filter the records in a mail merge to show only those with
certain cities.

Files needed: Chapter 9 Labels.xlsx, open from the preceding exercise

1. Choose Mailings-Edit Recipient List.
The Mail Merge Recipients dialog box opens.

2. Click the down-pointing arrow on the City field’s column header,
choose Avon (see Figure 9-18), and click OK.

The label preview changes to show only one label.

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.
Data Source [ S
Chapter 9 Data.xsx George Colvin | 957 State RfFTIET T
Chapter @ Dataxlsx [ Karen Clark d27South 21 coineanging N 45208
Chapter 8 Dataxlss  [¥  Jan Smith 1847 Pontin IN 46872
Chapter @ Dataxlsx  [7 SyhiaSharp  522RidgeV (Al L 62544
Anderson
Carmel
Avon
Macon
Data Source Refine recipient list Elanks)
Chapter 8 Data.xlsx 2] sort... (onblanks)
1 e (Advanced...)
[ Find duplicates...
[0 Eind recipient...
= [} validate addresses...
=

Figure 9-18

3. Choose Mailings~Edit Recipient List.
The Mail Merge Recipients dialog box opens.

4. Click the down-pointing arrow on the City field’s column header and
choose (All).

The complete list of all four records reappears. See Figure 9-19.
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This is the st of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkbaxes to add or remove recipients from the merge. When your list is ready, dick OK.

Data Source [v [Name o [Address w[Cty w[SEe ¥[ZP «
Chapter 9 Data.dsx George Co... | 967 State Road 26 | Anderson | IN
Chapter®Dataxiex ¥ Karen Clark 4827 South Westover  Carmel  IN 26208
Chapter9Dataxkx [V JanSmith 1847 Ponting Street  Avon IN 46872
Chapter 9 Dataxiss [V SylviaSharp 522 Ridge Way Macon  IL 62544
Data Source Refine recipient list
Chapter © Data.xlsx 2] sort..
19 Eitter...

[ Eind duplicates...

[0 Eind recipient...

[} validate addresses...
Edit.. Refresh

Figure 9-19

5. Click the down-pointing arrow on the City field’s column header and
choose (Advanced).

The Filter and Sort dialog box opens with the Filter Records tab
displayed.

6. Choose City from the first drop-down list in the Field column; in the
Compare To column, in the first text box, type Avon (see Figure 9-20).

Eilter Records | Sort Records

Field: Comparison: Compare to;
city j Equalto j Avon
And |w v

Figure 9-20

7. In the second row, choose Or from the And drop-down list; choose
City from the Field drop-down list in the second row; and in the
second row in the Compare To column, type Carmel (see Figure 9-21).



Filter Records | Sgrt Records
Field:
City

or | v| |city

And ¥

Clear All

Comparison:
v| [Equalto

v| Equalto

v

Compare to:
v| [Avon

~ | Carmel

Cancel

Figure 9-21
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8. Click OK to accept the new filtering criteria and then click OK to close

the Mail Merge Recipients dialog box.

Two labels appear in the results: one for Avon and one for Carmel.

9. Save the document and close it.

Exit Word.

Summing Up

Here are the key points from this chapter:

» You can include an envelope in the same document as a letter. The
envelope is in a different section, which enables it to have a different

page size.

v+ To add an envelope to a document, change its size, or print it, choose

Mailings=>Envelopes.

»* Mail merges combine a main document with a database listing to create
customized copies of the main document. Use the commands on the
Mailings tab to set up mail merges.

v To choose which type of document to mail merge, choose Mailings=>
Start Mail Merge and then choose either Letters or Labels.

v To select a data source for the mail merge, choose Mailings=>Select
Recipients=>Use an Existing List.

v To insert fields into the main document, choose Mailings=>Address Block
for a full address block, or choose Mailings=>Insert Merge Field to select
a specific field.
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v To sort the recipients, choose Mailings=>Edit Recipient List and then

click the down arrow on one of the column headings to sort by that field.

v To filter the recipients, choose Mailings=>Edit Recipient List and then

open the menu for the field’s column header and choose what values to
include or exclude.

Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. Start a new blank document and start a Labels mail merge. Use any

size label you like. Save the document as Chapter 9 Label Main.

. Using your Outlook Contacts list or any delimited data file that
contains names and addresses, create mailing labels that you could
use to distribute your newsletter by postal mail.

If you don’t have an appropriate data file, create one by choosing
Mailings=>Select Recipients=>Type New List.

. Perform the mail merge to create the labels in a new document and
save the new document as Chapter 9 Label Merge.

. Close all documents and exit Word.

Know this tech talk

address block: An <<AddressBlock>> code that creates a fully formed
name and address for mailing in a mail merge document.

data source: The file containing the data to be used for a mail merge.

delimited: A file that uses a consistent character to separate data
into multiple columns. A comma or a tab stop is commonly used as a
delimiter character.

mail merge: Combining a data list with a form letter, label, or envelope
template to produce customized copies.

main document: The document in a mail merge that contains the
standardized text and the codes for linking to the data source.
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Preparing Professional

Reports

Contents
o

v~ A Table of Contents lets readers know the starting
page numbers for each heading.

v An index provides an alphabetical listing of important
2 terms and their page numbers.

Mark Index Entry

Ind . . . . ope
o e [0 | 1+~ Figure captions make it easier to refer to a specific
i | ‘ figure in the text.

Subentry:

Options
@ Cross-reference: 1~ A Table of Authorities provides a list of legal citations
Current page in a document.

(_) Page range

Foskmark v Footnotes and endnotes provide background
PE;;:"”“”"“ information separate from the main text.
Dl_tahc

This dialog box stays open so that you can mark
multiple index entries.

Qdgers, The Royal Australion Air Force, p. 45{




. How do you create a Table of Contents?

Find that content On Page.........ccoceeviiriinerieniiniecieeeeeteeeseeseeeens
. How do you create an index?

Look that Up ON PAGE......coccueieiiiiiiiiiieeieeeieeeteet et
. How do you attach a caption to a figure?

That information’s figured in on page.......c.ccocceeveeviervieriiensienceeneennen.

. How do you create a cross-reference to refer to a
figure caption?

Reference that On Page .......ccccoecieviiiiiniiniiiiciccccccteeese e
. What is a Table of Figures?

Figure it OUt ON PAGE....ccvivuiiriiriiiiiiieeeeeteeteeteeteeteet et
. How do you enable line numbering?

That’s enumerated ON PAZE.........cocveveeriereerieerieineeieeieeiiessaesaeseensees
. What is a Table of Authorities?

An authoritative answer is On Page.........cceocevereeeerienieneneneeeeeeeenss
. How do you create footnotes and endnotes?

Note that On PAGE.....cccueviiiiiiiiiiiceeecee et



hen preparing long documents, you might want to take
advantage of some of the many features that Word has for
keeping things organized across multiple pages. Here's a quick

overview of the tools and how they're helpful:

1+ To help readers navigate a document, Word can generate a Table of
Contents and an index.

v If your document includes figures, Word helps you create captions and
a reference of all the figures in your document. Word’s capability to auto-
number figures helps you keep things numbered sequentially as you edit
and move text.

v If your document must follow certain legal conventions, Word has fea-
tures specifically for numbering lines and creating a Table of Authorities.

v If your document has footnotes and endnotes, Word keeps track of
their numbering and placement.

\P
p To use many of these tools, you need to understand how styles and

automatic page numbering work. (See Chapters 5 and 6, respectively.)
Before you embed lots of figures in a long document, be sure you under-
stand the basics of working with graphics in Word. (That's the focus of
Chapter 8.)

Creating a Table of Contents

Most technical and educational books include
a Table of Contents, or TOC, to help readers

quickly locate specific sections. A TOC lists A Table of Contents, or TOC, is
each heading of the document, and either lists a chronological list of the main
its page number (suitable for printed copies) headings in the document, with
or provides a live hyperlink to it (suitable for page numbers or hyperlinks that
online copies). provide quick access to the refer-

enced sections.
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Defining heading levels

TOCs are created based on the styles in your document. Each of the built-in
heading styles in Word has a specific TOC level pre-assigned to it, but you
can change these.

<\P . . .
You can also assign TOC levels to other styles as well, including styles

that you wouldn't typically associate with headings. For example, you
could assign a TOC level to a style you use for figure captions to include
each figure caption in your TOC.

In this exercise, you modify the TOC levels for the styles used for headings in a
document.

Files needed: Chapter 10 Bio.docx

1. Open Chapter 10 Bio and save it as Chapter 10 Bio Complete.
2. On the Home tab, click the dialog box launcher in the Styles group.
The Styles pane opens.

3. Scroll down in the document to the first heading: Early Career. Click
to move the insertion point into it.

In the Styles pane, the Major style is highlighted.

4. Point to the Major style in the B -
Styles pane, and when a down Styl es v X
arrow appears to its right, click

the arrow to open its menu and Clear All

choose Modify (see Figure 10-1). | Major =]
The Modify Style dialog box Uﬁdalte Iigor o Iksbch Seleciion
opens. 4 Modify...

5. In the bottom-left corner of the Select All: (No Data)

dialog box, click the Format Remove All: (No Data)

button and choose Paragraph Delete Major...

(see Flgure 10'2)' Remove from Style Gallery
Subtitle

o 3

Subtle Emphasis

Figure 10-1
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Properties

Name: |MEJUI’ ‘
Style type: |Paragraph |E|
Style based on: | T Normal |z|
Style for following paragraph: | T Normal |z|

Formatting

[canmony 5[] 8 1 U [ avomme 5]
= K

=] 3=

= *+
+

+
s

Farhi Career
Font...

Paragraph...
Tabs...

Border...

Language... in the Styles gallery

Frame... \al

Numbering...

Shortcut key.. v [ Automatically update
O New documents based on this template

Text Effects...

Figure 10-2

6. In the Paragraph dialog box
that appears, from the Outline
Level drop-down list, choose

Indents and Spacing | Line and Page Breaks

General

Level 1 (see Figure 10-3), click Signment: | Left [v]
OK to close the Paragraph Qutline level: Collapsed by default
dialog box, and then click e
OK to close the Modify Style dentation | e _

. Left: Level 4 Spedial: By:
dialog box. aioht Leve s ons B H®

7. Move the insertion point into [ bawror inge Eiig

the minor title of Birth of the spacing
Royal Australian Air Force, and Before: Uine spacing: &

After: [1opt F2] [Muttipte ¥ s H

|:| Don't add space between paragraphs of the same style

then repeat Steps 4 through 6
to assign Level 2 to the Minor
style.

8. Click the Close (x) button on the
Styles pane to close it.

Preview

arty o

9. Save the document.

Leave the document open for the next
exercise. Figure 10-3
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Generating a TOC
You can place a TOC anywhere in a document, but it’s traditionally placed at
the beginning, or at least near the beginning (for example, following a cover
page). You have many options for generating the TOC, such as number align-
ment, hyperlinking, and the levels to include.

In this exercise, you generate a Table of Contents.

Files needed: Chapter 10 Bio Complete.docx, open from the preceding exercise

1. Press Ctrl+Home to move the TREo O - Chapter 10510
insertion point to the beginning HOME INSERT DESIGN PAGE LAYOUT REFERENCES MA

. S B AddText - 1 [T Insert Endnote 5, =) Manage Sour
Of the Chapter 1 0 Blo Complete é [ Update Table AE} Next Footnote ~ D [:é Style: | APA
Tableof Insert Insert
document- Contents Footnote (=l Show Notes Citation ~ £y Bibliography
Built-In ians & Bibliography]
2.

Choose References->Table of Automatic Table 1 .
Contents>Automatic Table 1 :
(see Figure 10-4).

A default-formatted TOC appears
in the document, as shown in
Figure 10-5. [P
Press Ctrl+Z or click the Undo -
button on the Quick Access HenualTatle [he RAAF and bec
Toolbar to remove the TOC.

Automatic Table 2

d

ind in South Austr]

You re-create it via different set- ictoria, in 1314. A
. jse to command
tlngS next. [@ More Tables of Contents from Office.com * lished Service Ord
E) Custom Table of Contents... d for an Australia
4. Choose References->Table of Bk Remove Tobleof Contents March 1921,
Contents->Custom Table of 25 to ts continued
Contents 1930s, and Williams received much of the credit for maintainin|

adverse report on flying safety standards saw him dismissed fr

The Table of Contents dialog box  Figyre 10-4

opens.
Contents
Early Career 1
‘World War | 2
Inter-War Years 3
Birth of the Royal Australian Air Force 3
Chief of the Air Staff 4
‘World War Il 6
Later Career 7
Legacy 7

Figure 10-5
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5. From the Formats drop-down list, choose Formal (see Figure 10-6) and
then click OK.

A differently formatted TOC appears.

Index | Table of Contents | Table of Figures = Table of Authorities

Print Preview Web Preview
A

HEADING I...coiieeinmnemnsecennae

HEADING 2..ovvieeee e

Heading 3 ~
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers

General

Formats:

Show |evels:

Figure 10-6

6. Save the document.

Leave the document open for the next exercise.

Updating a TOC

When you make changes to the document, the TOC doesn’t update automati-
cally. You can refresh it at any time, however.

In this exercise, you update a Table of Contents.
Files needed: Chapter 10 Bio Complete.docx, open from the preceding exercise

1. Scroll down to the first heading in the Chapter 10 Bio Complete docu-
ment (Early Career) and edit it to Early Life.

2. Scroll back up to the top of the document and then, in the Table of
Contents group of the References tab, choose Update Table.

The Update Table of Contents dialog box opens.
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3. Select Update Entire Table, as shown in

Figure 10-7, and then click OK.

The TOC updates to show the new wording.

4. Save the document.

Leave the document open for the next exercise.

Working with TOC styles

The text within the TOC is format-

ted according to special built-in TOC
styles in Word. You can select a differ-
ent format when creating the TOC (via
the Formats drop-down list), as you
did earlier in the “Generating a TOC”
section. You can also fine-tune the
TOC'’s styles by modifying the styles
individually.

In this exercise, you modify a TOC
style.

Files needed: Chapter 10 Bio Complete.
docx, open from the preceding exercise

1. In the TOC at the beginning of
the Chapter 10 Bio Complete
document, click in the first line
(Early Life).

2. On the Home tab, click the
dialog box launcher in the
Styles group, opening the Styles
pane.

3. In the Styles pane, scroll
down to the TOC styles (see
Figure 10-8).

4. Right-click the TOC 1 style in
the Styles pane and choose
Modify.

The Modify Style dialog box
opens, as shown in Figure 10-9.

‘Word is updating the table of contents. Select one
of the following options:

Figure 10-7

4
x

Styles

Title
Subtitle
Subtle Emphasis
Emphasis
Intense Emphasis
Strong
Quote
Intense Quote
Subtle Reference
Intense Reference
Book Title
List Paragraph
TOC1
TOC2
TOC3
TOC4
TOCS
TOCE
TOC7
TOoCS
ToCS
TOC Heading

I Hyperlink

— TOC styles

w|=2 448484992922, /:4- uREseeelldlE

[ ] Show Preview
[ | Disable Linked Styles

| | %) |2

Options...

Figure 10-8
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Bold button

Properties
Name: [foca |
Style type: |--aragraph EI
Style based on: | T Mormal EI
Style for following paragraph: | T Normal EI
Formatting
Gionody [v][01v]|[B] £ U [ awtomanc T3]
= = = — = = A= 4= | o= s
E‘ = = = | = = = | = 1= | = =
EARLY LIFE 1
Font: 10 pt, All caps, Space ~
Before: 6 pt
After: € pt, Style: Automatically update, Hide until used, Priority: 40
Based on: Normal V
[[] Add to the Styles gallery Automatically update
@ Only in this document D Mew documents based on this template

Figure 10-9

5. Click the Bold button to turn off the Bold attribute and then click OK.

All text using that style is updated (that is, all the Level 1 text in the
TOC). In Figure 10-10, notice that all the headings that use the TOC 1
style are no longer bold.

EARLY LIFE

WORLD WAR |

IMTER-WAR YEARS.

BirTH oF THE Roval AusTRavian AR Force
CHIEF OF THE AIR STAFF.

WORLD WAR Il

LATER CAREER

CEENEE . R SUR TR R S

LEGACY

Figure 10-10

6. Click away from the TOC to deselect it and then click the Close (x)
button on the Styles pane to close it.

7. Save the document.

Leave the document open for the next exercise.
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Creating an Index

Creating an index would be kind of daunting
without tools to help you. With Word’s index-

ing tools, you have to mark the important An index is an alphabetical list
words to include in your index, but Word of important words in the docu-
can alphabetize the entries for you and keep ment, along with page numbers in
track of the page numbers on which those which those words are featured.
words appeatr. Whereas a TOC helps readers

find headings in the document,
In other words, creating an index is a two- an index helps you find specific
step process: words and phrases.

1. Mark the index entries in the document.

2. Compile the index.
When marking entries, each entry can be one of three types:

» A main entry appears in alphabetical order in the index. These are the
important words that your readers might look up.

1 A subentry appears subordinate to a main entry. Subentries are appro-
priate when a term makes sense only in the context of a main term. For
example, if the main entry is Civil War, you might have a subentry of
Economic impact.

v A cross-reference is a reference to a main entry. A cross-reference is
useful when one term is an abbreviation of another. For example, the
main entry might be United States of America and the cross-reference
might be USA.

Cross-references are also useful when a certain word that a user might
be likely to look up is not the same word as is used for that topic in
the book. For example, suppose you are writing about the Find feature
in Word; you might list Search as a cross-reference to Find, in case the
reader didn’t know the official name of the feature.

Look at the index for this book and you will see examples of all three types.

Marking index entries

To mark entries for an index, you use the Mark Entry tool on the References
tab. When you mark an index entry, Word places a hidden code in the docu-
ment immediately following the word or phrase.
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Marking the index entries can be a time-consuming task. Although the Mark
Entry tool does have a Mark All option, which marks all instances of a word
at once, the Mark All option tends to over-mark. This means your index will
include incidental uses of a word rather than only the important uses, and
thus make your index less useful to your readers.

SOMBER . L .

& To generate an index that only cites significant uses of your indexed
terms, mark each index entry individually. Avoid the Mark All option
exceptin special cases where marking every single instance of a term is
desired.

o\

\\3

Professional-quality indexes are marked by professional indexers, and a
large document, such as a book, can take many days to mark.

In this exercise, you mark index entries.
Files needed: Chapter 10 Bio Complete.docx, open from the preceding exercise

1. In the first paragraph of the Chapter 10 Bio Complete document,
select the text World War I and then choose References~>Mark Entry.

The Mark Index Entry dialog box opens. See Figure 10-11.
2. Click the Mark All button.

An index entry code is inserted in
the document. See Figure 10-12.
Word displays hidden characters
if they aren’t already displayed Subentry: |
so that the index code is visible. Options

All other instances of World War I () Cross-reference: [See
are also marked. The dialog box
remains open.

Index

Main entry: |World War |

(®) Current page

() Page range
Bookmark:
You can mark instances individ- Page number format
ually, or mark them all at once, [ Bold
depending on whether you want [ talic
every instance to be indexed. This dialog box stays open so that you can mark

Between entries, you can close multiple index entries.

the dialog box or leave it open. Mark All Cancel
If you close it and then select
some text, the selected text
appears in the Main Entry text
box automatically.

Figure 10-11
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Indexing code

trained-in-Austrglia,-and-went-on-to-command-Australian-and-British-fighter-units-in-World-war-

services,-Williams-played-a-leading-role-in-the-establishment-of-the-RAAF-and-became-itsfirst-

Figure 10-12

3. Click the Close button to close the dialog box and then use the same
process as in Steps 1 and 2 to mark all instances of Royal Australian
Air Force.

Mark All should be used sparingly because of the problems discussed ear-
lier in this section, but Mark All is appropriate in cases where the reader
may be interested in finding every
mention of a term.

Leave the dialog box open when Index
finished. Main entry: [RAAF
4. In the first paragraph, select the Subentry: |
text RAAF. Then in the Mark Options
Index EI}tl‘y dlalo.g box, Change (®) Cross-reference: | Australian Air Force|
the text in the Main Entry box .
to RAAF. () Current page
() Page range
5. Select the Cross-Reference Sookmark
option and then click after See '
and type Royal Australian Air SRR UG
Force (see Figure 10-13). [JBold
[ talic
6. Click the Mark button. Then This dialog box stays open so that you can mark
close the dialog box. multiple index entries,

7. Save the document and close it. Mark Al | | Close

Leave Word open for the next exercise.

Figure 10-13

Generating an index

After the document has been fully marked up for indexing, you can generate
the index. Compared to marking, generating the index is fast and easy, requir-
ing just a few steps.
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In this exercise, you generate an index.
Files needed: Chapter 10 Bio Indexed.docx

1. Open Chapter 10 Bio Indexed and save it as Chapter 10 Bio Final.

2. Move the insertion point to the end of the document, press Ctrl+Enter
to start a new page, and choose References=Insert Index.

The Index dialog box opens.

3. From the Formats drop-down list, choose Classic (see Figure 10-14)
and then click OK.

The index appears in the document. See Figure 10-15.

Index | Table of Contents = Table of Figures = Table of Authorities

Print Preview

Py Type: ®) Indented ) Rup-in

A Columns: |2 EI

Aristotle, 2 Language: |English (United States) u

Asteroid belt. See Jupiter
Atmosphere
Earth

["] Right align page numbers

o o[
-~

From template

Fancy
Modern
Bulleted

Mark Entry... AutoMark... Maodify...

Figure 10-14

4. If nonprinting characters appear, choose Home=>Show/Hide to hide
all the index codes and other nonprinting characters.

5. Save and close the document.

Leave Word open for the next exercise.



Chapter 10

4
40th {Army) Wing, 2, 3
40th Wing, 3
20th Wing RAF, 1

5

Sth (Carps) Wing, 2
Sth Australian Infantry Regiment, 1

6

&7 Squadron Rayal Flying Carps, 2

A

AAC. See Australian Air Corps, See Australiian Air Force

ARF. See Australia Air Force, See Australian Air Force

Adelaide Airpart, 7, 2

AFC. See Australian Flying Corps, See Australian Flying
Carps, See Australian Flying Corps

Air Board, 3

Air Marshal, 1, 6

Air Member for Organisation and Equipment, §

Air News Zesland, 7

2ir vice marshal, 5

Airca DH3, 4

Amman, 3

Andaver, 4

Australian Air Board, 3

Australian Air Corps, 3

Australian Ar Force, 1, 3
hesdquarters, 3

Australian Fiying Corps, 1,2, 3, 8

Camberley, 4

Canada, 4

captain, 2

CAS. See Chief of the Air Staff, See Chief of the Air Staff,
See Chief of the Air Staff, See Chief of the Air Staff, See
Chief of the Alr St=ff, See Chief of Air Staff, See Chief of
the Air $taff, See Chief of the Air Staff, See Chisf of the
Air Staff

Central Flying Schoal, 1, 7

Chief of the Air $taff, 1,4,6

Cole, Lieut=nant Adrizn, 2

Combined Chiefs of Staf, 7

Commander of the Order of the British Empire, 5, 7

Commonweslth Aircraft Corperatian, 5

Companian of the Order of the Bath, 5

Cook, Joseph, 3

Cross, Lois Victoria, 7

Curtin, John, 6

De Havilland DH50A, 5
desth, 7

Deraz, 3

Dicky, 4,7

Director of Air Services, 3
Director-General of Civil Aviation, 1, 7
Director-Genzralship of Civil Aviation, 7
Distinguished Service Order, 1, 2

Figure 10-15

Captioning and Organizing Figures

In some documents, graphics are more than decoration. When graphics con-
tribute to your document’s content, you may want to number and caption
each image. More to the point, you may want to use Word’s tools for number-
ing and captioning each image automatically.

Automatically numbering your figure captions has a few benefits:

* You can reference the graphic by its number in your document to clarify
how the graphic is connected to the text.

v 1If you move a graphic, Word automatically updates the caption
numbering.

1 Word can generate a Table of Figures, so it’s easy to look up where a
graphic appears in a document. A Table of Figures is like a Table of
Contents, except a Table of Figures lists figures and captions based on
their styles (instead of headings).
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Attaching a caption to a figure

When you attach a caption to a figure, Word
handles the task of keeping its numbering
sequential. You can optionally add descriptive
text to the caption if you like, or modify the
numbering format.

In this exercise, you attach captions to figures.

Files needed: Chapter 10 Figures.docx
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A caption is a text label that
describes a picture’s content.
Captions are usually numbered,
such as Figure 1, to help describe
which picture you're referring to.

1. Open Chapter 10 Figures and save it as Chapter 10 Figures Captions.

2. Click the first graphic to select it and then choose References=Insert

Caption.

The Caption dialog box opens. In the Caption box, the caption Figure I

already appears.

3. Edit the caption to read Figure 1: The Font group (as shown in

Figure 10-16) and then click OK.
The caption is added below the

figure.
Caption:
4. Scroll down to the next page, Figure 1: The Font grou) |
click the second figure, and Options

choose References=>Insert
Caption.

Position:

In the Caption box, Figure 2
already appears.

5. Edit the caption to read Figure 2:
The Borders menu. (See
Figure 10-17) Click OK.

The caption is added below the
figure.

Label: Figure

Below selected item

AutoCaption...

Figure 10-16

V]
]

[] Exclude label from caption
New Label...

. Numbering...
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6. Click the third figure in the
document and then choose

References-Insert Caption. E[HICIT
Figure 2: The Borders menu|
7. Change the Figure 3 caption to Options
Figure 3: Th'e Alignment group Labet  |Figure ]
and then click OK.
Position: | Below selected item
"l_"he caption is added below the e e ——
figure. ]

New Label... Delete Label . Numbering... .

8. Select the entire Text
Formatting section of the docu- AutoCaption... Cancel
ment (from the Text Formatting
heading through the figure cap-  Fjgyre 10-17
tion below Figure 1), as shown
in Figure 10-18.

Select the text shown here.

Formatting Cells

As you might already know, formatting is important when you want to make your work "stand out”
or look professional. Excel uses the same text formatting tools that Word does. The main difference
is that Excel formatting applies to selected cells rather than to sentences and paragraphs. Excel also
includes tools for placing borders around cells and ranges, and filling cells with background color.
Formatting can also include specifying how numbers should appear. For example, you can enter a
plain number, such as 1.23, and then format it as Currency to make it appear as $1.23, or format it as
a percentage to make it appear as 123.00%.
Text Formatting

Te format the text in a cell, select the cell (or select a range) and then use the buttons in the Font
group on the Home tab, just as in Word. Figure 1 shows the formatting tocls in the Font group.

BES &=
FILE HOME INSERT PAGE LAYOUT |
TG TR
Paste

ste o (B I U-|H-|S-A-

Clipboard 1= Font ]
Figure I The Font gronp

Cell Formatting

Cell formatting includes aligning text within cells, adding borders to cells, and filling cells with color.
You can apply cell formatting to individual cells or to ranges.

A cell's border and fill color are controlled from the Font group. Click the arrow on the Border
button to open a drop-down list, as shown in Figure 2, and click the side(s) you want to add a berder
to. Click the Fill Color button to open a palette of colors from which to choose.

Figure 10-18

9. Press Ctrl+X to cut the selected text to the Clipboard; then click at the
end of the document and press Ctrl+V to paste the Clipboard content.

The figure captions have not yet renumbered themselves.
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10. Press Ctrl+A to select the entire document and then press the F9 key
to update the fields.

The figure captions renumber according to their positions in the
document.

\P
) To update an individual field code, you can also right-click the field code

(the figure number, in this case) and choose Update Field on the shortcut
menu.

11. Save the document.

Leave the document open for the next exercise.

\\J ) .
) If you want to make sure that the figure captions are always up to date

when you print the document, choose Filec>0ptions, and on the Display
tab, select the Update Fields Before Printing check box.

Connecting text references to figure captions

In the preceding exercise, when you moved a
section of the document and then updated the

figure numbering, the references in-text to the A cross-reference is an automati-
figures did not update, so those references are cally updated reference to con-
now out of sync. For example, the paragraph tent elsewhere in the document.

before Figure 1 says, “as shown in Figure 2.”

You can solve this problem by using cross-
references in the text instead of manually typing
the numbers of the figures to which you refer.

In this exercise, you set up cross-references to figures.

Files needed: Chapter 10 Figures Captions.docx, open from the preceding
exercise

1. In the third paragraph of the Chapter 10 Figures Caption document,
select the text Figure 2 and then choose References- Cross-Reference.

The Cross-Reference dialog box opens.
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2. From the Reference Type list,
choose Figure; from the Insert
Reference To list, choose Only
Label and Number; from the
For Which Caption list, choose
Figure 1 (see Figure 10-19); and
then click Insert.

3. Click Close to close the dialog
box.

4. Scroll down to the next in-text
figure reference (a reference to
Figure 3 in the paragraph fol-
lowing the first figure), select
the text Figure 3, and then

Reference type: Insert reference to:
Figure w Only label and number w
Insert as hyperlink

Separate numbers with

Include above/below

For which caption:

Figure 1: The Borders menu
Figure 2: The Alignment group
Figure 3: The Font group

Insert Cancel

Figure 10-19

choose References->Cross-Reference.

. In the For Which Caption List, choose Figure 2: The Alignment group
and then click Insert.

. Leave the Cross-Reference dialog box open and drag it to the side so
the document is visible.

. Scroll down to the Text Formatting section of the document and select
the text Figure 1; then in the Cross-Reference dialog box, select Figure 3:

The Font group and click Insert.
8. Click Close to close the dialog box.

9. Save the document.

Leave the document open for the next exercise.

Creating a Table of Figures

A Table of Figures is not necessary in a short
document, but in very long reports with
dozens or hundreds of figures, it can help
readers greatly by providing quick access to
the numbered figures.

In this exercise, you create a Table of Figures.

Files needed: Chapter 10 Figures Captions.docx, open from the preceding
exercise

ATable of Figures is like a Table of
Contents except it lists the docu-
ment's figures and their captions.
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1. Click at the bottom of the Chapter 10 Figures Captions document to
move the insertion point below the caption of the final figure and
then press Ctrl+Enter to create a page break.

2. Type Table of Figures, and apply the Heading 1 style to the paragraph
(from the Home tab, in the Styles group; see Figure 10-20).

EEE S 0L - Lesson 10 Figures Captions.docx - Word T ® - 5 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Lois Lowe ~ n

Cambria (Heac-[14 <[ A A7 Aa- o =% 8 1 amcar | papbe asmvea AaB | BT

| 2 Replace

Paste o /B I U -amex,x A-¥.A- Dy~ 5%+ | TNoSpac. Heading1 Heading2 Tile [5|h selectr
Clipbeard & Font I 5 Styles & Editing ~
L 1 g 1 2 3 F) 3 [ S 7 -

Table of Figures
Figure 10-20

3. Press Enter to start a new paragraph below the text you just typed and
then choose References=Insert Table of Figures.

The Table of Figures dialog box opens.

4. Deselect the Use Hyperlinks Instead of Page Numbers check box
(see Figure 10-21) and then click OK to insert the Table of Figures.

The Table of Figures appears in the document, as shown in Figure 10-22.

Index

Table of Contents

Table of Figures

Print Preview

Table of Authorities

Web Preview

Figure 1 Text.ooooeees
Figure 2: Text oo

Figure 3: Text oo

Fioure 4- Text

Figure 4: Text

Figure 1: Text_.........ocoiiees
Figure 2: Text.......oooooeiiiienes

Fipure 3: Text ...

W

Show page numbers
Right align page numbers
Tab leader: ...

General
Formats: From template

Caption label: |Figure

Include label and number

Figure 10-21

[JiUse hyperlinks instead

of page numbers

Options...

Madify...

Cancel
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Table of Figures

Figure 1: The Borders menu. 2
Figure 2 The Alj group
Figure 3: The Font group 3

%)

Figure 10-22

5. Save the document and close it.

Leave Word open for the next exercise.

Organizing Legal Documents

Legal documents have some special requirements. For example, many legal
documents use line numbering so that the parties reading them can easily
refer to a specific line, and most legal documents include citations of court
cases and other legal precedents. In the following sections, you learn how to
use features in Word to accommodate those needs.

Turning on line numbering

Line numbering, if enabled, appears to the left of each line that contains text
in your document. All lines are numbered except those in tables, footnotes,
endnotes, text boxes, headers, and footers. You can choose to number every
line individually or choose to display line numbers at intervals, such as every
tenth line.

In this exercise, you create line numbering.
Files needed: Chapter 10 Contract.docx

1. Open Chapter 10 Contract and save it as Chapter 10 Contract
Numbers.

2. Choose Page Layout~>Line Numbers=>Continuous (see Figure 10-23).

\J . . .
) Blank lines created by pressing Enter are numbered along with other

lines. However, blank lines created by applying extra spacing above

or below a paragraph, or blank lines in between the lines of a double-
spaced paragraph, are not numbered. Notice in Figure 10-23, for exam-
ple, that lines 3 through 5 are blank numbered lines, and the extra line of
spacing between lines 16 and 17 is not numbered.
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Line numbers

BE S 04| Chapter 10 Contract Numbers.doct - Word ? B - x
HOME  INSE{T  DESIGN | PAGELAYOUT ~ REFERENCES  MAILINGS  REVIEW  VIEW Lois Lowe ~ n
E @ IE = Breaks = Indent Spacing L_‘ |2 align~
iD)line Numbers - 3=Left: (0.5 2| 1= Before: |0pt H B 6rou
Vg Oretaon Sze  arn byt coon W Bing S Selction =10
- - - - Done - |7= After Text~ Forward - Backward- Pane —h Rotate
Page 5e v Continuous aragraph [F] Arrange ~
L Restart Each Page : N : ok ’
Restart Each Section
Suppress for Current Paragraph
Line Numbsring Options..
1 ACME PUBLISHING, INC.
2 - 431 East Plymouth Street - Bloomington « IN » 47392-5933 -
L
3
y 5
6 Contract # GD34423 Dated: March 29, 2015
7
8 Dear M. Jackson:
o
10 This letter, when executed by the partics, will constitute an agreemeat betweea ACME Publishing, Inc.
~ 1 (“ACME", “we”, or “us") and you (“you”) with respect to the following:
1
13 1. ACME hereby commissions you to conduct original research for and to prepare a previousty
14 unpublished manuscript for  product tentatively titled The Tao af Microsaft Word, (the “Work™). You
13 accept such commission and undertake to produce the Work in accordance with ACMEs instructions and
M 16 under our editorial supervision and guidelines.
17 2 (d) Youagree that o later than the Final Due Date specified in svbparagraph (c)(i) below, you
18 will deliver to us the complete and final ipt of the Worl (the ° o aterials.
19 (b) The Waork is described as follows 2 200 pages of original ipt, along
2 2 with accompanying artwork a3 nieeded.
2 (¢) You agree to deliver the Manuscript and the Materials on the following schedule:
2 @) The first fifty percent (50%) of the Manuscript and Materials are due by June 13,
23 2011
M
% (i)  The final fifty percent (50%) of the Mamuseript and Materials are due by July 11,
2 2011
2%

PAGE1OF2 403WORDS [[¥  ENGLISH (UNITED STATES)

Figure 10-23

3. Choose Page Layout->’Line Numbers=>Line
Numbering Options.

The Page Setup dialog box opens with the AL

Layout tab displayed. Startat: 1

4. Click the Line Numbers button. g it

Countby: o |
The Line Numbers dialog box opens. - - :
umbering:
5. Change the Count By value to 10, as shown O Restart each page
in Figure 10-24, click OK to close the Line (O Restart each section

Numbers dialog box, and then click OK to (®) Continuous

close the Page Setup dialog box. Cancel

The lines are now numbered every ten lines
instead of every line.

Figure 10-24

6. Save the document and close it.

Leave Word open for the next exercise.
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Creating a Table of Authorities

A Table of Authorities is common in a very
long legal document to summarize the

sources cited in the document. By creating A Table of Authorities is like a
a Table of Authorities, you provide an aid Table of Contents except it refers
to other legal professionals who may work only to citations of legal prece-
with the document and need to verify the dents (also known as authorities).

sources cited.

To create a Table of Authorities, you first

enter each citation within the body of the document. Then you mark each
one as a citation via Word’s Mark Citation feature. Finally, you assemble the
Table of Authorities, compiling all the marked citations.

In this exercise, you mark some legal citations and create a Table of Authorities.
Files needed: Chapter 10 Legal docx

1. Open Chapter 10 Legal and save it as Chapter 10 Legal Authorities.

Note: In this exercise, when you are instructed to select a citation, select
all of the underlined citation text plus the parenthetical information that
follows the underlined text. The parenthetical information is part of the
citation.

2 Selctthe first chation i U

document and then choose . ‘
elected text:

References':DMark Citation. Progressive Constr. & Eng’g Co. v. Ind. & - Next Citation
Mich. Elec. Co., 533 NE2d 1279, 1286
The Mark Citation dialog box {ind. CL. App. 195) g
opens. See Figure 10-25. Latenon: |Cases V1 arkan
Shart citation:
3. Click the Mark button. Elec. Co, 533 N.E2d 1279, 1256 (Ind. CL. App, 198g)| | Corodom
A field code is inserted into the
document.
Long citation:
4. Click Close and examine the Cancel

code that was inserted.

The code is visible because Figure 10-25

Word switches to a view that

includes hidden text and nonprinting characters when you open the
Mark Citation dialog box. Figure 10-26 shows the inserted code for the
first citation. The code is shaded in Figure 10-26 for easier readability
but it won’t appear shaded on your screen.
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We-received-your-letter-of- March-15,-along-with-the-proposed-changes-tothe-Anderson-and-DeWitt-
contract.-These-changes-would-be-unconscienable-and-are-therefore-Mr.-Anderson-and-Mr.-DeWitt-
decline-to-include-them.- To-be-unconscionable,-a-contract-“must-be-such-as-no-sensible-man-not-under-
delusion,-duress-or-in-distress-would-make,-and-such-as-ne-honest-and-fair-man-would-accept.”-
Progressive-Constr.-&-Eng's-Co.-v.-Ind.-&-Mich.-Elec.-Co. --533-N.E.2d-1279,-1286-(Ind.-Ct.-App. 1989)§E;T._ﬁ-
\l-"Progressive-Constr.-&-Eng'g-Co.-v.-Ind.-B-Mich.-Elec.-Co.,-533-N.E.2d-1279,-1286-(Ind.-Ct.-App.-1989)"-

\s-"Progressive-Canstr.-&-Eng’g-Co.-v.-Ind.-& Mich.-Elec.-Co.,~533-N.E.2d-1279,-1286-(Ind.-Ct.-App.-1989] "

\c-1:]§.--Feder |-law-d. otsupplant-state-law-g
Ingle-v.-Circuit-City-Steres, Inc.,-328-F.3d-1165,-1165-{9th-Cir.-2003).9

ning-the-unconscienability-of-adhesive-contracts. -

Figure 10-26

5. Select the second citation in
the document (the last line
of the paragraph) and choose
References=>Mark Citation.

The Mark Citation dialog box
opens, with the selected citation
filled in. See Figure 10-27.

6. Click the Mark button to mark
the citation and then click Close
to close the dialog box.

7. Choose Home=Show/Hide
(see Figure 10-28) to toggle
off the nonprinting characters

Selected text:

Ingle v. Circuit City Stores, Inc., 328 F.3d
1165, 1168 (Sth Cir. 2003)

Mext Citation

Category: | Cases

Short citation:

t City Stores, Inc., 328 F.3d 1165, 1169 (3th Cir, 2003)

Mark All

Categony...

Progressive Constr, & Eng’g Co. v. Ind. & Mich. E

Long citation:

Cancel

Figure 10-27

(including the codes for the citations).

Show/Hide button

@ E S & - Lesson 10 Legal Authoritie} docx - Word 7 @ - x
HOME = INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS | REVIEW  VIEW Lois Lawe ~
- -l A A . B TLiTLTL e 8 o Find -
Calibri (Body) ~[11 - A" & | Aa- % Z-12-0E- == AaBbCcD<| AaBbccDe AaBb(C  AaBbCel 2, Replace
e
Paste & B I U -aex.x A-¥-A D Thomal | TNoSpac.. Heading 1 Heading2 =] [ g
Clipboard Font ™ Paragraph [0 Styles 5 Editing ~
Figure 10-28

8. Click at the bottom of the document to move the insertion point there,
press Ctrl+Enter to start a new page, type Table of Authorities, and

apply the Heading 1 style to it.
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9. Press Enter to start a new line and then choose References->Insert
Table of Authorities. (It’s in the Table of Authorities group.)

The Table of Authorities dialog box opens. See Figure 10-29.

Index | Table of Contents | Table of Figures || Tabie of AUEHOrTiEs |

Print Preview Category:

"
Cases Cases

Statutes

Baldwin v. Alberti, RUE"T:SF Authorities

58Wn. 2d 243 (1961) ...........5, 6 Treatises

Regulations
Constitutional Provisions
Dravo Corp. v. Metro. Seattle, 2

Use passim
Keep original formatting

Formats: From template u

| Mark Citation... | | Modify.. |

Figure 10-29

10. Click OK to insert the Table of Authorities with the default settings.
The Table of Authorities appears in the document. See Figure 10-30.

Table of Authorities

Cases

Ingle v. Circuit City Stores, Inc., 328 F.3d 1165, 1168 (3th Cir. 2003) 1
Progressive Constr. & Eng’g Co_ v Ind. & Mich. Elec. Co., 533 N.E.2d 1279, 1286 (Ind. Ct. App. 1989) _._.1

Figure 10-30

11. Save the document and close it.

Leave Word open for the next exercise.
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Creating Footnotes and Endnotes

In Word, you can create either footnotes or end-
notes in a variety of styles. Footnotes and end-

notes can be used for bibliography information, A footnote is an explanatory note
such as citing the source of information or for that appears at the bottom of a
explanatory information that may not be appro- page. An endnote is the same as
priate for inclusion in the body text. afootnote exceptit appears at the

end of the document.

Word’s footnote and endnote tools help you
create and place the note. These tools also keep
the notes numbered sequentially and connect
the superscript number in the text to the corresponding number next to each
footnote or endnote.

Inserting a footnote

A footnote is an explanatory note that appears at the bottom of the same
page where its reference number appears. When you use footnotes, the main
part of the text stops a few lines earlier than normal on the page so there will
be enough room for the footnote to appear. Word automatically adjusts the
spacing for you to make the footnote appear in the right place.

Footnotes provide additional information that’s not part of the main text.
For example, a footnote could provide anecdotal information about a source
you're citing. You can also use footnotes for source citations.

In this exercise, you create a footnote.
Files needed: Chapter 10 Williams.docx

1. Open Chapter 10 Williams and save it as Chapter 10 Williams Bio.

2. Click at the end of the first sentence in the first paragraph under the
Early Career heading to move the insertion point immediately after its
period and then choose References=Insert Footnote.

A small number 1 appears at the spot where the insertion point was, and a
corresponding footnote appears at the bottom of the page. The insertion
point moves into the footnote, so you can type its text. See Figure 10-31.
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@i 9 03 - Chapter 10 Williams Bio.docx - Word 7 ®H - 8 X
HOME  INSERT ~ DESIGN ~ PAGELAYOUT | REFERENCES =~ MAILINGS — REVIEW  VIEW Lais Lowe - n

Add Text AR Insert Endnote B ) Manage Sources Insert Table of Figures ﬁ Insert Index +_F Er

Update Table A% Next Footnote ~ EBstyle: |apA - Update Table | Update Index
Table of " et et 0 Insert " Mark " Mark
Contents~ Footnote = Show Notes Citation + £t Bibliography ~ Caption [ Cross-reference Entry Citation

Table of Contents Footnotes ] Citations & Bibliography Captions Index Table of Authorities ~
v 1 g : 2 3 f s R =

Early Career

Williams was barn on 3 August 1890 into a working class family in Moonta Mines, South
Australia.! He was the eldest son of Richard Williams, a copper miner who had emigrated from
Cornwall, England, and his wife Emily. Leaving Moonta Public School at junior secondary level,
Williams worked as a telegraph messenger and later as a bank clerk. He enlisted in a militia
unit, the South Australian Infantry Regiment, in 1909 at the age of 19. Commissioned a second
lieutenant in the 5th Australian Infantry Regiment on 5 March 1911, he joined the Permanent
Military Forces the following year.

Type the footnote here.
Figure 10-31

3. Type Garrison, Australian Dictionary of Biography, pp. 502-505.

4. Select the text Australian Dictionary of Biography, and then choose
Homec Italic (or press Ctrl+]) to italicize it.

The footnote appears, as shown in Figure 10-32.

* Garrison, ian Dicti y of Biography, pp. 502-505

Figure 10-32

5. Save the document.

Leave the document open for the next exercise.

Inserting an endnote

Endnotes are useful when you need a notation system but don’t want the
notes to take up space at the bottom of each page. With endnotes, all the
notes appear at the end of the document, in one list.
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In this exercise, you create an endnote.

Files needed: Chapter 10 Williams Bio.docx, open from the preceding
exercise

1. In the Chapter 10 Williams Bio document, click at the end of the
second sentence in the first paragraph under the heading Early
Career to place the insertion point immediately after the period
(see Figure 10-33).

Place the insertion point here.

Early Career

Williams was born on 3 August 1890 into a working class family in Moonta Mines, South
Australia.* He was the eldest son ofRichard Williams, a copper miner who had emigrated from
Cornwall, England, and his wife Eavingm Public School at junior secondary level,
Williams worked as a telegraph messenger and later as a bank clerk. He enlisted in a militia
unit, the South Australian Infantry Regiment, in 1909 at the age of 19. Commissioned a second
lieutenant in the 5th Australian Infantry Regiment on 5 March 1911, he joined the Permanent
Military Forces the following year.

Figure 10-33

2. Choose References->Insert Endnote.

A small i (actually a lowercase Roman numeral) appears where the
insertion point was. On the next page, below the last paragraph, an
endnote section appears, and the insertion point moves into the
note. See Figure 10-34.

How can you tell that the endnote section is not a footnote?
Because it appears immediately following the last paragraph of
the document, rather than appearing at the bottom of the page.

3. Type Odgers, The Royal Australian Air Force, p. 49.
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Endnote marker. Notice that it can be
on a different page, unlike a footnote.

RS 04> Chapter 10 Williams Bio.docx - Word T E - 8 X
HOME ~ INSERT  DESIGN  PAGELAVOUT  REFERENCES | MAILNGS  REVIEW  VIEW Lois Lowe = n

Add Text [Ty Insert Endnote D 5 Mandge Sources Insert Table of Figures Tj Insert Index 'I-_r

Update Table Ag} Next Footnate ~ ER style{ |apa Update Table Update Index

Table of Insert Insert fnsert Mark Mark

Contents ~ Faotnote = Show Notes Citation - £ Bibliggraphy ~ Caption "2 Cross-reference Entry Citatian
Table of Contents Footnotes & Citations & Bibllography Captions Index Table of Authorities ~

L 1 %m i 2 3 4 3 3 A 7 [+]
NI Wats DOI I U113 AURUSL 167U IILO 8 WOTKINIg CIas> 11Ty 11 MQUIILE MITTES, S0ULn
Australia* He was the eldest son of Richard Williams, a copper miner who had emigrated from

Cornwall, England, and his wife Emily.' Leaving Maonta Public School at junior secondary level,
Williams worked as a telegraph messenger and later as a bank clerk. He enlisted in a militia
unit, the South Australian Infantry Regiment, in 1909 at the age of 19. Commissioned a second
lieutenant in the 5th Australian Infantry Regiment on 5 March 1911, he joined the Permanent
Military Forces the following year.

* Garrison, Australion Dictionory of Biography, pp. 502-505

In August 1914, Lieutenant Williams took part in Australia's inaugural military flying course at
Central Flying School, run by Lieutenants Henry Petre and Erie Harrison. After soloing in a Bristol
Boxkite around the airfield at Point Cook, Victoria, Williams became the first student to
graduate as a pilot, on 12 November 1914. Following an administrative and instructional
posting, he underwent advanced flying training at Point Cook in July 1915. The next month he
married Constance Esther Griffiths, who was 13 years his senior. The couple had no children.

PAGE20F2 508WORDS [I¥  ENGLISH (UNITED STATES) ) B -—h——+ =

Type the endnote here.
Figure 10-34

4. Select The Royal Australian
Air Force, and then choose
Homer>ltalic or press Ctrl+I to
italicize it.

' Qdgers, The Royal Australian Air Force, p. 49|

The endnote appears, as shown Figure 10-35

in Figure 10-35.

\3 .
) Word enables you to have both footnotes and endnotes in a document,

but that can get confusing for your readers. Experts recommend that you
stick with either footnotes or endnotes, one or the other, in a document.
5. Save the document.

Leave the document open for the next exercise.
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Converting between footnotes and endnotes

Generally speaking, you should use one or the other in a document — foot-
notes or endnotes — but not both. Even though Word allows you to use both,
as you did in the previous exercise, doing so can be confusing because the
reader doesn’t know where to look to

find a note.
If you have used both footnotes and Lot _
endnotes and now want to remedy Footnotes: Bottom of page
the.tt, or if yout ;;van: };co S\\A{/ltccfll betkwee?? 2 ona of docament E
using one or the other, Word makes i .
easy to do so. | Comvert.. |
Footnote layout
In thls.exerase, you switch the end- T "Match section layout E
notes in a document to footnotes. :
Format
Files needed: Chapter 10 Williams Bio. Mumber format: i, ii i, .. E
docx, open from the preceding exercise e ’—‘ | symbol.. |
1. In the Chapter 10 Williams Bio S L ==
document, on the References Numbering: Continuous
tab, click the dialog box s deTrs
launcher in the Footnotes Apply changes to: | Whole document E
group. -
The Footnote and Endnote m [ cancel

dialog box opens. See
Figure 10-36.

2. Click the Convert button.

Figure 10-36

The Convert Notes dialog box opens. See Figure 10-37.

3. Select the Convert All Endnotes to
Footnotes option and then click OK.

(®)iConvert all footnotes to endnotes;
The endnote is converted to a footnote on () Convert all endnotes to footnates
page 1. (") swap footnotes and endnotes

4. Click Close to close the dialog box. | ok || concel

5. Save the document.

Figure 10-37

Leave the document open for the next exercise.
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Formatting footnotes and endnotes

You can change many aspects of footnotes and endnotes in your document,
including what numbering scheme will be used for them, what the starting
number will be, whether the numbering restarts on each page, and so on.

In this exercise, you change the numbering of footnotes to Roman, and then
change them again to use symbols instead of numbers.

Files needed: Chapter 10 Williams Bio.docx, open from the preceding exercise

1. In the Chapter 10 Williams Bio
document, on the References
tab, click the dialog box Location
launcher in the Footnotes (®) Footnotes: Bottom of page E

roup.
g P Endnotes: End of document

The Footnote and Endnote
dialog box opens.

Convert...

Footnote layout
2. From the Number Format drop-

. I . Match section | t
down list, choose the uppercase Columns ateh section layout | v
Roman numerals (I, II, III), as Format

shown in Figure 10-38, and then Number format: |1, I, 11, .. T|

click Apply. g T I:I symbol.. ]
The new numbering format is '

o Start at: (.
applied in the document.

Numberng:  [ETTTETE v |

3. On the References tab, click Aooly changes
the dialog box launcher in the PRy hang

Footnotes group. Apply changes to: | Whole document E|

The Footnote and Endnote e—

dialog box opens.

4. From the Number Format drop- . R
down list, choose the set of Figure 10-38
symbols at the bottom of the
menu and then click Apply.

The symbols are applied as footnote markers.

5. Save the document and close it.

Exit Word.
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Summing Up

In this chapter, you learned some techniques for organizing and formatting
long documents. Here are the key points from this chapter:

v A Table of Contents provides a quick reference at the beginning of a
document, including the major headings and their page numbers. To
generate a TOC, choose References=>Table of Contents.

v ATOC is based on styles, so before generating your TOC, make sure
your headings are formatted using heading styles.

v To update a TOC, choose References=>Update Table.

v To create an index, first mark the words to be made into entries by
choosing References~>Mark Entry. Then generate the index by choosing
References=Insert Index.

v Word'’s figure captioning feature auto-numbers figures sequentially in
the document and enables you to generate a Table of Figures. To add a
figure caption, choose References=>Insert Caption.

v To create a cross-reference, choose References=>Cross-Reference.
v To create a Table of Figures, choose References=>Insert Table of Figures.

v Legal documents often require line numbering. To number lines, choose
Page Layout>Line Numbers>Continuous.

v A Table of Authorities is a summary of legal citations in a document.
To create one, first mark the citations by choosing References~>Mark
Citation. Then choose References=Insert Table of Authorities to gener-
ate the table.

v To add a footnote, choose References>Insert Footnote. To add an end-
note, choose References=Insert Endnote.

Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. Open a multipage document that you’'ve created and save it as
Chapter 10 Try It.

If you don’t already have a multipage document, copy some text from
a book from Project Gutenberg (www .gutenberg.org), an archive of
books that are no longer copyrighted.


http://www.gutenberg.org

Chapter 10

2. Add a Table of Contents, an index, and at least one footnote or end-
note to the document.

3. Save all changes if prompted and exit Word.

Know this tech talk

caption: A text label that describes a piece of artwork.

cross-reference: A reference to another location elsewhere in a
document.

endnote: An explanatory note that appears at the end of a document.
footnote: An explanatory note that appears at the bottom of a page.

index: An alphabetical listing of important terms and the page numbers
on which they appear.

Table of Authorities: A Table of Contents that refers to citations of legal
precedents.

Table of Contents: An ordered list of the headings or other major ele-
ments in a document.

Table of Figures: A listing of the figures in a document.
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v Turning on change tracking enables you to see what
you and other people have changed in a document.
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over the changes that others make.

v Comments enable multiple reviewers to communicate
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v The Compeatibility Checker helps determine whether
people with earlier versions of Word can see your
document the way you intended.
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his chapter covers many of Word's most popular features for man-

aging the process of sharing your work with others. Word makes it

easy to track the changes and comments made by multiple users,
and then integrate them into a combined final version that takes everyone's
changes into account.

Word can also remove certain features of a document to make it more com-
patible with earlier versions of Word — which can be very useful if some of
the people on your editing team don’t use the latest Office release.

Tracking Document Changes

Word can track many types of document changes, including insertions, deletions,
moves, and formatting modifications. In the following sections, you learn how

to enable and configure how edits to a document are tracked and how revision
marks appear onscreen. You also learn how to accept or reject revisions.

Turning on change tracking
By default, change tracking is turned off. When you turn it on, Word begins
notating each change you make, using a standard set of marks, such as
underlining for insertions and strikethrough for deletions.
In this exercise, you enable change tracking in a document.

Files needed: Chapter 11 Bio.docx

1. Open Chapter 11 Bio, save it as Chapter 11 Bio Revisions, and then
choose Reviewr>Track Changes.

The Track Changes button becomes highlighted. See Figure 11-1.
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Track Changes button

G L~ s Chapter 11 Bio Revisions.docx - Word ?7 B - x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Lois Lowe - n
[la] ariﬁ 6E$ i Previous et EE. B simple Markup ~ - [ ) D 26
E Next “ [E) Show Markup = | “ :
Speling & ;. Translate Language ~ Mew  Deleic Track Accept Compare  Block Restrict  Start
Grammar - - Comment EA Show Comments Changes - [F]Reviewing Pane = ¥ © Authors~ Editing  Inking
Proofing Language Comments Tracking 5 Changes Compare Protect Ink ~
Figure 11-1

2. On the Review tab, open the Display for Review drop-down list and

choose All Markup.

New in Word 2013 is the ability to show all markup or just certain types.
For now, choose to see all the revisions.

3. In the first paragraph, delete British and type United Kingdom in its

place.

British turns red and appears in strikethrough, and United Kingdom

appears underlined.

4. On the first line of the first body paragraph, select Sir Richard
Williams and press Ctrl+B to make it bold.

A balloon appears to the right of the paragraph showing the formatting

change. See Figure 11-2.

Boldface the name.

This balloon shows the formatting change.

B2 s 0L+ Chapter 11 Bio Revisions.docx - Word 7?7 E - 8 X
HOME  INSERT  DESIGN AGELAYOUT — REFERENCES  MAILINGS | REVIEW  VIEW Lois Lowe + n
A\/BC = % §$ J Previous i E‘i B | All Markup - - [ ] D 25
E Next Z [E) Show Markup - | “ :
Spelling & . Translate Language ~ New  Pelete - Track Accept ompare  Block Restrict  Start
Grammar - - Comment Show Comments Changes - [2] Reviewing Pane - - A - Authors - Editing  Inking
Proofing Language Comments Tracking | Changes ‘ompare Protect Ink -~
L i 1 2 3 4 s A,
Richard Williams
| Loistowe
| Air Marshal Sir Richard Williams KBE, CB, DSO (3 August 1890 — 7 February 1980) is widely | Formatied: Forn: Bold
7 regarded as the "father” of the Roval Australian Air Force (RAAF). He was the first military pilot
| trained in Australia, and went on to command Australian and Beitish- United Kingdom fighter
units in World War L. A proponent for air power independent of other branches of the armed
services, Williams played a leading role in the establishment of the RAAF and became its first
~ Chief of the Air Staff (CAS) in 1922. He served as CAS for thirteen years over three terms, longer
than any other officer.
Figure 11-2

5. Save the document.

Leave the document open for the next exercise.
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Customizing the display of markup

You can control how much markup you see onscreen. Sometimes it may be
appropriate to see every little change, down to the last comma, whereas
other times a big-picture approach is better.

In this exercise, you set certain types of changes to display or hide.

Files needed: Chapter 11 Bio Revisions.docx, open from the preceding exercise

1. Choose Reviewr>Display for Review and select Simple Markup.

See Figure 11-3. Note that the markings from the previous exercise are
no longer shown. Along the left side of the paragraph are two short red
lines indicating which lines of the paragraph contain changes.

2. Choose Reviewr>Display for Review and select All Markup.

All revisions are shown.

Markup does not appear.

trained in Australia, and went on to command Australian and United Kingdom fighter units in

Warld War I. A proponent for air power independent of other branches of the armed services,

Williams played a leading role in the establishment of the RAAF and became its first Chief of the
Air Staff (CAS) in 1922. He served as CAS for thirteen years aver three terms, longer than any

ather officer.

Red lines indicate lines
where changes were made. Choose Simple Markup.
O E o L~ = Chapter 11 Bio Revisions.docx - Word 7 @ - x
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS | Revipw | [view Lois Lowe -
PET - R -9 Previous @ s s o B - o 7
G R ER v e
‘_/ Bl @ A Next 2 2 [Simpl{ Markup . a E & 0
Spelling & ;. Transifte Language | Mew  Delete Track P Accept Compare  Block Restrict  Start
Grammar - - Comment [ Show Comments Changes = P - A Authors - Editing | Inking
Proofing Ynguage Comments Trag MO Mkup Changes  Compare Protect Ink ~
5 . g : : 5 Originpl s Y,
Richard Williams
—| Air Marshal Sir Richard Williams KBE, CB, DSO (3 August 1890 — 7 February 1980) is widely
- regarded as the "father" of the Royal Australian Air Force (RAAF). He was the first military pilot

Figure 11-3
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3. Choose Reviewtbshow Markup, ter 11 Bio Revisions.docx - Word ? H - x
d h h ES MAILINGS REVIEW VIEW Lois Lowe ~
and on the menu that appears, % PR ) 8 &0 A
note the types of markup that T CIORETL S o Bt e e
. . anges=| v Commen its 4 - uthors + Editing Inkin
you can display or hide. o e | compe | e |

See Figure 11-4. For example,
you can choose to include s .
or exclude Comments, Ink, v e
Insertions and Deletions, and -

Formatting. You can also choose
to see comments from only spe-
cific people.

Figure 11-4

4. Click Formatting to deselect formatting from the list of markup types
shown.

The balloon showing the bold formatting change disappears.
5. Click the dialog box launcher in the Tracking group.

The Track Changes Options dialog box opens. See Figure 11-5. This dialog
box contains many of the same options that you find on the Show Markup
menu (which you open in Step 3). The dialog box holds a few additional
items, too.

6. Click the Advanced Options button.
The Advanced Track Changes Options dialog box opens. See Figure 11-6.

Show

Comments +| Highlight Updates
Ink | Other Authors
Insertions and Deletions Pictures By Comments
["] Formatting

Balloons in All Markup view show: | Comments and formatting| v |
Reviewing Pane: _.Off zl

| Advanced Options... | | Change User Name... |

Figure 11-5
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Markup
Insertions: OIS | Color: B 5y cuthor
Deletions: Strikethrough v | Color . By author

Changed lines: Cutside border W

=—==—

Comments; = By author e

Maves
Track moves

Maved from: Double strikethrough : W creen
Moved to: Double underline : W Green

Table cell highlighting

Inserted cells: [ Light Blue Merged cells: |[_] Light Yellow

Deleted calls | [_| pink splitcellss  |[] Light Orange

Formatting
Track formatting

Formatting: (none) B sy suthor

EBalloons
Preferred width:  3.7° Measure in:
Margin: Right
Show lines connecting to text

Paper orientation in printing: Preserve

Figure 11-6

7. Take note of the various colors and symbols that are set to mark the
different types of changes.

For example, note that the color of insertions and deletions depends on
the author (with a different color assigned to each author).

8. Click the Cancel button to close the Advanced Track Changes Options
dialog box without making any changes. Then click Cancel (or Close) to
close the Track Changes Options dialog box without making any changes.

9. Choose Review>Show Markup=Ink to deselect the Ink option.

The Ink feature, available in most Office applications, enables users
to annotate a document by drawing on it using a finger or stylus (on
a touchscreen) or by dragging with the mouse. Most people don’t
use it, so it’s a good type of change-tracking to turn off as practice
for customizing your change-tracking settings.
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10. Choose Reviewr>Show Markup=>Balloons-~>Show Revisions in Balloons.

See Figure 11-7. The deletion of British now appears in a balloon. The
addition of United Kingdom doesn’t appear in a balloon because it’s an
insertion.

Choose whether revisions appear in balloons.

[ I = R Chapter 11 Bio Revisions docx - Word ? @ - x
HOME  INSERT  DESIGN| PAGELAYOUT ~ REFERENCES ~ MAILNGS = REVIEW | VIEW Lois Lowe ~
AJEC 2] % §A3$ \_‘7] Previous [} |_T5 B | All Markup - - 8@ D 75
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Grammar (22 - - Comnfent Show Comments Changes+| v Comments il - Authors - Editing  Inking
Proofing Language Comments Ink Jes Compare Protect Ink -
= f g : 2 : 1 Insettions and Deletions | © & 7
= Formatting
v Show Revisions in Balloons [Ex Balloons »
Show All Revisions Inline Specific People »
Show Only Comments and Formatting in Balloons | v Highlight Updates

<

Other Authors

Richard Williams

Air Marshal Sir Richard Williams KBE, CB, DSO (3 August 1890 — 7 February 1980) is widely
regarded as the "father" of the Royal Australian Air Force (RAAF). He was the first military pilot Lois Lowe
Deleted: British

trained in Australia, and went on to command Australian and United Kingdom fighter units in

World War 1. A proponent for air power independent of ather branches of the armed services,

Williams played a leading role in the establishment of the RAAF and became its first Chief of the
~ Air Staff (CAS) in 1922. He served as CAS for thirteen years over three terms, longer than any

other officer.

Figure 11-7

11. Choose Reviewr>Show Markup~>Balloons-~>Show All Revisions Inline.

The markup area disappears from the right side of the document and all
balloons disappear.

12. From the Display for Review drop-down list, choose No Markup.
All revisions are shown, but all revision marks are hidden.

13. From the Display for Review drop-down list, choose Original.
All revisions are hidden, and all review marks are also hidden.

14. From the Display for Review drop-down list, choose All Markup.
All revisions are displayed, and all review marks are also displayed.

15. Choose Review=>Reviewing Pane (click the arrow, not the button
face)>Reviewing Pane Vertical.

A Revisions pane appears to the left of the document, showing each
revision. See Figure 11-8.
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Revisions pane
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Air Marshal Sir Richard Williams KBE, CB, DSO (3 August 1890 — 7 February 1980) is widely

regarded as the "father" of the Royal Australian Air Force (RAAF). He was the first military pilot

trained in Australia, and went on to command Australian and British-United Kingdom fighter

units in World War 1. A proponent for air power independent of other branches of the armed

services, Williams played a leading role in the establishment of the RAAF and became its first

~ Chief of the Air Staff (CAS) in 1922. He served as CAS for thirteen years over three terms, longer
than any other officer.

Figure 11-8

16. Choose Review=>Reviewing Pane=>’Reviewing Pane Horizontal.
The task pane moves to the bottom of the document.

17. Choose Reviewr>Reviewing Pane (click the button face, not the
arrow).

The Reviewing pane disappears.

18. Save the document.

Leave the document open for the next exercise.

Accepting or rejecting a revision

When you accept a revision, the change is incorporated into the document
and the revision mark goes away. When you reject a revision, the change is
discarded and the revision mark goes away. You can accept or reject each
revision individually, or you can accept or reject all revisions in the entire
document at once.
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In this exercise, you make some revisions, and then accept or reject them.
Files needed: Chapter 11 Bio Revisions.docx, open from the preceding exercise

1. In the Chapter 11 Bio Revisions document, in the first body paragraph,
delete thirteen and type 13 to replace it.

The change appears with revision marks. See Figure 11-9.

Air Marshal Sir Richard Williams KBE, CB, DSO (3 August 1890 — 7 February 1980) is widely
regarded as the "father" of the Royal Australian Air Force (RAAF). He was the first military pilot
trained in Australia, and went on to command Australian and British-United Kingdom fighter
units in World War I. A proponent for air power independent of other branches of the armed
services, Williams played a leading role in the establishment of the RAAF and became its first
Chief of the Air Staff (CAS) in 1922. He served as CAS for thirteen-13 years over three terms,
longer than any other officer.

Figure 11-9

2. Click at the beginning of the first paragraph to move the insertion
point there; then choose Reviewr>Next Change, found in the Changes
group, to move the insertion point to the first change (the deletion of
British).

3. Choose Review=>Accept to accept that change.
The next change is highlighted (the insertion of United Kingdom).
4. Click Accept.
The next change is highlighted (the deletion of thirteen).
5. Click Accept.
The next change is highlighted (the insertion of 13).
6. Click Accept.

The next change is highlighted (the bold formatting applied to Sir
Richard Williams).

7. Click Reject.

l} There aren’'t any comments or tracked changes in your document.

A dialog box appears telling e
you that there are no more

changes. See Figure 11-10.
Figure 11-10
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8. Click OK.

The dialog box closes and the paragraph appears, as shown in
Figure 11-11.

Air Marshal Sir Richard Williams KBE, CB, DSO (3 August 1890 — 7 February 1980) is widely
regarded as the "father" of the Royal Australian Air Force (RAAF). He was the first military pilot
trained in Australia, and went on to command Australian and United Kingdom fighter units in
World War I. A proponent for air power independent of other branches of the armed services,
Williams played a leading role in the establishment of the RAAF and became its first Chief of the
Aiir Staff (CAS) in 1922. He served as CAS for l13 years over three terms, longer than any other

officer.

Figure 11-11

9. Save the document.

Leave the document open for the next exercise.

Accepting or rejecting all revisions

If you're confident about the revisions, you might want to accept them all at
once. For example, if you made them all yourself, you might already know
that they’re all valid changes. Conversely, if you want to discard all the
changes at once (for example, if someone heavily edited a document and you
preferred it the original way), you can do that as well.

In this exercise, you make some revisions and then reject them all.
Files needed: Chapter 11 Bio Revisions.docx, open from the preceding exercise

1. In the Chapter 11 Bio Revisions document, in the first body paragraph, in
the first line, delete 7980 and type 1982; in the second body paragraph,
delete 71914 and type 1915; and in the second body paragraph, capitalize
Lieutenant Colonel. Figure 11-12 shows the second body paragraph with
the revisions made.

Williams came from a working class background in South Australia. He was a lieutenant in the
Army when he learned to fly at Point Cook, Victoria, in $3441915. As a pilot with the Australian
Flying Corps (AFC) in World War I, Williams rose to command No. 1 Squadron AFC, and later
40th Wing RAF. He was awarded the Distinguished Service Order and finished the war a

Llieutenant g;olonel. Afterwards he campaigned for an Australian Air Force run separately to

the Army and Navy, which came into being on 31 March 1921.

Figure 11-12
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2. On the Review tab, click the Reject and Move to Next button
arrow button next to the Reject
and Move to Next button in the ? B - x
Changes group, and click Reject  fizw Lois Lowe -
All Changes on the menu that - 5 e
appears. See Figure 11-13. necept B Refectand Move o New
All the changes you made are Too | Aot .
reversed, and the revision marks s et &1l Changes
dlsappear' ches of thi Reject All Changes and Stop Tracking

3. Save the document. became its first Chief of the

ms, longer than any other

Leave the document open for the next
exercise. Figure 11-13

Preventing untracked changes

If you're using the Track Changes feature in Word

to ensure that nobody makes any unnoticed Restrict Editing ™ *
changes in a document, you may want to take 1. Formatting restrictions

a further security step and restrict changes to Limit formatting to a selection
tracked ones only. You can also password-protect D

this restriction so that nobody can sneak changes SEthno

into your document without them being tracked. 2. Editing restrictions

Allow only this type of editing
. . . in the document:
In this exercise, you prevent a document from being

changed without change tracking.

No changes (Read only

3. Start enforcement

Files needed: Chapter 11 Bio Revisions.docx, open
. . Are you ready to apply these
from the preceding exercise settings? (You can turn them off
later)
1. In the Chapter 11 Bio Revisions document,
choose Reviewr>Restrict Editing.

The Restrict Editing task pane opens to the
right of the document. See Figure 11-14.

2. In the Editing Restrictions section, select
the Allow Only This Type of Editing in
the Document check box, choose Tracked
Changes from the drop-down list, and then
click the Yes, Start Enforcing Protection

button.
The Start Enforcing Protection dialog box o
opens. Restrict permission...

3. In the Start Enforcing Protection box, click

OK (see Figure 11-15). Figure 11-14
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\P . N .
) You can password-protect change tracking, but in this exercise, you

don't.

You can leave the
password fields blank
for this exercise.

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.)

Figure 11-15

4. Try to choose Reviewr>Track Changes.
The Track Changes button is disabled, so nothing happens.

5. In the Restrict Editing task pane, click the Stop Protection button.
The Track Changes button is once again clickable.

6. Choose Reviewr>Restrict Editing to close the task pane.

7. Save the document.

Leave the document open for the next exercise.

Working with Document Comments

Comments enable users to write notes to
each other within the document. You might

create a comment to express an opinion about Comments are nonprinting notes
someone else’s edit of a particular sentence, you can attach to certain parts of
for example, or to explain the reasoning a document to exchange informa-
behind your edit. Then when you're ready tion with other contributors.

to review the comments in the document,
you can use the Review tab to easily move
between comments.

In the following exercises, you learn how to insert, review, and delete comments.
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Inserting a comment

Comments appear, by default, in balloons to the right of the document, like
some revisions do. They also appear in the Reviewing pane, if displayed.
When multiple users add comments to a document, each person’s comments
appear in a different color balloon (or bar in the Reviewing pane, if balloons
are disabled). If a user makes revisions and adds comments to the document,
their revision marks and comment balloons are the same color.

In this exercise, you insert comments in a document.
Files needed: Chapter 11 Bio Revisions.docx, open from the preceding exercise
1. In the Chapter 11 Bio Revisions document, in the first paragraph,

select February 1980 and then choose Reviewr>New Comment.

The Reviewing pane appears below the document (because that’s the
last location you specified for it). Balloons don’t appear for comments
because you turned off that feature in an earlier exercise. The insertion
point moves to the comment.

2. Type Is this accurate?.

The text you type appears in the Reviewing pane, under the Comment
heading. See Figure 11-16.

Richard Williams

| Lois Lowe
Air Marshal Sir Richard Williams KBE, CB, DSO (3 August 1890 -7 ‘FebruawI 1330[} is widely I ﬂ Is this accurate?
regarded as the "father" of the Royal Australian Air Force (RAAF). He was the first military pilot

trained in Australia, and went on to command Australian and United Kingdom fighter units in
World War I. A proponent for air power independent of other branches of the armed services,
Williams played a leading role in the establishment of the RAAF and became its first Chief of the
Air Staff (CAS) in 1922. He served as CAS for 13 years over three terms, longer than any other
officer.

Figure 11-16

3. On the Review tab, click the
dialog box launcher in the

Showr

TraCklng group' Comments +| Highlight Updates
. [ ik | Other Authors
The TraCk Changes Optlons Insertions and Deletions Pictures By Comments
dialog box opens. Eormatting
4. From the Balloons il‘l All Markup ial\oons inPAH Markup view show: E(;::l::t: and formatting| »
. eviewing Pane:
View Show drop-down list, choose
Comments and Formatting (see Advanced Options... | | Change [[R SR
Figure 11-17) and then click OK. Cancel

The comment appears in a balloon
to the right of the document. Figure 11-17
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5. Choose Reviewr>Reviewing Pane (the button face, not the arrow) to
turn off the Reviewing pane.

The Reviewing pane is no longer needed because the comments already
appear. Figure 11-18 shows the comment in a balloon.

New Comment button Toggle the Revisions pane on and off.
HES 04 - Lesson 11 Bio Revisions.docx - Ward ? @ - B X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Lois Lowe ~ “
yﬁ 2] %} éﬁ@ \J @ 3 Previous ] [5 BS|alMarkup |~ - [ ] D
E B9 Next z B Show Markugf ~ bl &«
Spelling & ,, Translate Language ~ Mew  Delete - ck - Accept Compare  Block Restrict  Start
Grammar - Comment - Show Comments Changes - 3 Reviewing Pane = i - Authors - Editing | Inking
Proofing Language Comments Tracking . Changes Compare Protect Ink ~
L f g f 2 3 . B FR

Richard Williams

Air Marshal Sir Richard Williams KBE, CB, DSO (3 August 1890 -7 rebruary 198[‘Lu]) is widely
regarded as the "father"” of the Royal Australian Air Force (RAAF). He was the first military pilot
trained in Australia, and went on to command Australian and United Kingdom fighter units in
World War I. A proponent for air power independent of other branches of the armed services,
Williams played a leading role in the establishment of the RAAF and became its first Chief of the
Air Staff (CAS) in 1922. He served as CAS for 13 years over three terms, longer than any other

~
Revisions.

v 1REVISIONS

Lois Lowe Commented

12/3/2013 2:36:00 PM
Is this accurate?

0WORDS ENGLISH (UNITED STATES) 2] B

-———+ %

Revisions pane
Figure 11-18

6. Scroll to the bottom of the document, select Constance Esther
Griffiths and then choose Review=>New Comment.

A new comment balloon appears.

7. Type Verify middle name and then press Ctrl+Home to return to the
top of the document.

8. Save the document.

Leave the document open for the next exercise.

297
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Reviewing comments

In a short document, you can easily scroll through and examine the com-
ments, especially if they're in balloons. In a very long document, however,
you may find it easier to use the Next and Previous buttons on the Review
tab’s Comments group to move from one comment to another.

In this exercise, you review the comments in a document.
Files needed: Chapter 11 Bio Revisions.docx, open from the preceding exercise

1. In the Chapter 11 Bio Revisions document, choose Reviewr>Next
Comment, found in the Comments group.

Make sure you click the Next Comment button in the Comments group,
not the Next Change button in the Changes group. The first comment
becomes selected. See Figure 11-19.

@EE S 04 - Chapter 11 Bio Revisions.docx - Word T E - x
HOME  INSERT ~ DESIGN  PAGELAYOUT ~ REFERENCES ~ MAILINGS  REVIEW  VIEW LmsLqu'

~ o € 4 - B§ - N -
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P Next [ Show Markup -

Spelling & ,  Translate Language ~ New  Delete - Track Accept Compare  Block Restrict  Start
Grammar - - Comment ~ Show Comments Changes - P9 Reviewing Pane - B - Authors - Editing  Inking
Proofing Language Comments Tracking = Changes Compare Protect Ink “
L g i 2 3 4 5 & A 7
‘ n Lois Lowe 5 minutes ago
Air Marshal Sir Richard Williams KBE, CB, DSO (3 August 1890 — 7 February 1980} is widely \ Js this accurate?

regarded as the "father" of the Royal Australian Air Force (RAAF). He was the first military pilot
trained in Australia, and went on to command Australian and United Kingdom fighter units in
‘World War I. A proponent for air power independent of other branches of the armed services,
Williams played a leading role in the establishment of the RAAF and became its first Chief of the
~  Air Staff (CAS) in 1922. He served as CAS for 13 years over three terms, longer than any other

officer.

Figure 11-19

2. Click Next Comment again.
The next comment appears.

3. Click Previous Comment.
The previous comment appears.

4. Press Ctrl+Home to return to the beginning of the document.

Leave the document open for the next exercise.
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Deleting a comment

\\J

After you review a comment, you may want to delete it.

To choose whether to include comments when printing, choose Filec>Print
and then click the Print All Pages button. At the bottom of the menu that
appears is a Print Markup command. If this command is selected, comments
will print; if itisn't, they won't. Click the command to toggle its setting.

In this exercise, you delete comments from a document.
Files needed: Chapter 11 Bio Revisions.docx, open from the preceding exercise

1. In the Chapter 11 Bio Revisions document, choose Reviewr>Next
Comment, found in the Comments section, to move to the first
comment.

2. In the Comments group, click Delete to delete the comment.
3. Click Next Comment again to go to the next comment.

4. In the Comments group, click the down arrow next to the Delete
button and then click Delete All Comments in Document to remove all
remaining comments from the document (see Figure 11-20).

Click the arrow to open the menu.

B2 S 0L - Chapter 11 Bio Revisions.docx - Word 7?7 B - & X
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ABC a’i;) [ IJ 7 Previous ] E‘g_ G| Al Markup - - [ ) D
v E A T Next 7 B show Markup~ a “w
Spelling & ;. Translate Language  New Defete Track Accept Compare  Block Restrict  Start
Grammar - - Comment| = Show Comments Changes - B Reviewing Pane - B - Authors - Editing  Inking
Proofing Language S Delete Tracking E) Changes Compare Protect Ink ~
L g 1 2 5 6 s 7
Early Career Delete All Camments in Document

Williams was born on 3 August 1890 into a working class family in Moonta Mines, South
Australia. He was the eldest son of Richard Williams, a copper miner who had emigrated from

Cornwall, England, and his wife Emily. Leaving Moonta Public School at junior secondary level,

Williams worked as a telegraph messenger and later as a bank clerk. He enlisted in a militia

Figure 11-20

5. Save the document.

Leave the document open for the next exercise.
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Marking a Document as Final

After accepting the edits in your document,
you may want to discourage other people from
making additional changes to it. One way to do Mark as Final disables editing for
this is to use the Mark as Final feature in Word to the document.

temporarily disable editing for that document.

Marking a document as final is not a security
measure because anyone can easily override it;
however, it does make the user stop and think before making an edit.

In this exercise, you mark a document as final, and then override that setting.
Files needed: Chapter 11 Bio Revisions.docx, open from the preceding exercise

1. In the Chapter 11 Bio Revisions document, choose Filez>Info=>Protect
Document=>Mark as Final (see Figure 11-21).

A message appears that the document will be marked as final and then
saved.

Chapter 11 Bio Revisions.docx - Word ? - x

Lois Lowe ~ “
Info

Chapter 11 Bio Revisions

Lois Lowe's SkyDrive » Documents » Word el earning Data » Ch11 Data » Salutions

Protect Document Properties
» Control what types of changes people can make to this dacument. Size 13.1K8
Protect
B . Pages 2
Words 502
Mark as Final Total Editing Time 227 Minutes
R Let readers know the document is Title A s ttle
final and make it read-only
Tags Add atag
Encrypt with Password rare that it contains:
- ' Comments Add comments
Password-protect this document uther's name

Related Dates
Restrict Editing

Control the types of changes others Last Modified

can make Created

Account

RBestrict Access | Last Printed
@ Grant people access while removing  *
Options their ability to edit, copy, or print. 2]

D Add a Digital Signature e
8 Ensure the integrity of the document
by adding an invisible digital signature

Related People

Author
Faithe Wempen

Add an author
Last Modified By

Lois Lowe
Related Documents
[]open File Lacation

Show All Properties

Figure 11-21
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2. Click OK.

A message appears that the document has been marked as final (see
Figure 11-22).

This document has been marked as final to indicate that editing is complete and that this is the final version
of the document.

‘When a document is marked as final, the status property is set to “Final” and typing, editing commands, and
proofing marks are turned off,
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

|:| Don't show this message again

Figure 11-22

3. Click OK.
4. Press Esc or click the Back arrow button to exit Backstage view.

An information bar appears across the top of the document, and the
Ribbon doesn’t appear except for its tab names. See Figure 11-23.

& -
HOME INSERT

L 1

) MARKED AS FINAL An author has marked this document as fina to discourage editing.

Chapter 11 Bio Revisions.doc [Read-nly] - Word

DESIGN PAGE LAYOUT REFEREMCES MAILINGS

Edit Anyway

8 i 2 3 4

REVIEW VIEW

7T EH - 8 X

Lois Lowe - Iff§

x

Figure 11-23

5. Click the Edit Anyway button.

The Ribbon returns, and the document is no longer marked as final.

6. Save and close the document.

Leave Word open for the next exercise.

Using the Compatibility Checker

If you want to share your work with someone who uses an earlier version of
Word, you may have some compatibility issues. The Compatibility Checker
enables you to check whether a document will share without any problems.
For each incompatibility, the Compatibility Checker explains what will be done
to resolve the problem, but it doesn’t make any changes to your document.
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In this exercise, you run the Compatibility Checker for a document.

Files needed: Chapter 11 Compatibility.docx

1. Open Chapter 11 Compatibility and save it as Chapter 11

Compatibility Checked.

2. Choose File=Info=>Check for Issuesw>Check Compatibility (see

Figure 11-24).

Info

Chapter 11 Compatibility Checked

IED Inspect Document

Check the document for hidden propertics
or personal infarmation,

Account

Check the document for content that people
Options: with disabilities might find difficult to read
Check Compatibility

Check for features not supported by earlier
versions of Word.

Chapter 11 Compatibility Checked.docx - Word ? - x

Lois Lowe's SkyDrive » Documents » Word el earning Data » Ch11 Data » Salutions

Protect Document Properties -
Control what types of changes people can make to this document. Size 231KB.
Protect
Document Pages 1
Words 15
Total Editing Time 0 Minutes
Title Add a title
Inspect Document i
Tags Add a tag
Before publishing this file, be aware that it contains: c " g N
‘?“‘*"" Document properties and author's name emment Add comments
s Content that peaple with disabilities are unable to read

‘Check Accessibility this file.

—

Related Dates

Lsst Modified Today, 252 PM
Created Today, 2:52 PM
Last Printed

Related People

Author
Faithe Wempen

Add an author
Last Modified By

Lois Lowe
Related Documents
("1 0pen File Lacation

Shouw All Properties

Figure 11-24

The Microsoft Word Compatibility

Checker dialog box opens, as
shown in Figure 11-25. The word-
ing in the dialog box might be
slightly different than shown
here if the file is saved in a
remote location, such as on your
SkyDrive.

The following features in this document are not supported by earlier

0 versions of Word. These features may be lost or degraded when
opening this document in an earlier version of Word or if you save
this document in an earlier file format.

Select versions to show *

Summary Qccurrences

SmartArt graphics will be converted into a single object that

can't be edited in previous versions of Word. Hel

Check compatibility when saving documents

Figure 11-25
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3. Click the Help hyperlink.

The Word Help window opens, displaying an article that describes the
compatibility issues that it looks for.

4. Read the article and then close the Word Help window.
5. Click OK to close the dialog box.

6. Save the document and close it.

Exit Word.

Summing Up

This chapter covers methods of managing documents that have multiple
contributors. Here are the key points from this chapter:

v To track changes in the document, choose Reviews>Track Changes.
You can use the Track Changes Options dialog box to fine-tune what
is tracked and how it’s tracked. Use the dialog box launcher in the
Tracking group to open it.

v To display or hide various types of change markup, choose
Review=>Show Markup.

»* You can accept or reject each change in a document. Use the Accept and
Reject buttons in the Changes group for individual edits. You can also
accept or reject all remaining changes by using the commands on those
buttons’ drop-down lists.

» You can prevent others from making untracked changes by choosing
Review=>Restrict Editing.

1 Comments enable contributors to leave messages for one another
that aren’t part of the main document. To insert a comment, choose
Reviewr>New Comment. To review comments in a document, choose
Review=>Next Comment, in the Comments group.

v Marking a document as final disables editing for the document; it isn’t
a security feature because it can be overridden easily. To mark a docu-
ment as final, choose FilebInfor>Protect Document>Mark as Final.

v The Compatibility Checker checks a document to make sure people
with earlier versions of Word can read it. Choose Filem>Info=>Check for
Issues>Check Compatibility.
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Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. Write a memo proposing a change to a policy at your workplace or
school and save it as Chapter 11 Memo.
2. Add comments to the document and then turn on revision marks.

3. Send the document to a friend, and ask him to make at least one
revision to it and send it back to you.

4. Review the changes, and then accept or reject them.

5. Review and delete the comments and then mark the document as
final.

6. Close the document and exit Word.

Know this tech talk

comment: A note inserted in a document, usually containing a question
or explanation of a part of the document.

Mark as Final: To make a file uneditable, preventing accidental changes
to it. The read-only aspect can be overridden easily.
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kyDrive is a Microsoft-owned cloud-based storage space. Each user

has his or her own storage area for storing private files, sharing
files with specific others, or making files publicly available. A certain amount
of storage space is free, and you can pay if you want more than what's pro-
vided. (The amount of storage space available depends on when you signed

up for your account and what type of account you have.)

As you see in your work with Word throughout this eLearning kit, your
SkyDrive is your default save location for Word and other Office apps. Using
SkyDrive as your main document storage area has several consequences:

v You can access your files from any computer, whether or not Word is
installed on that computer.

» You can share your work with other people without sending them sepa-
rate copies of a file or files.

» Your files are available only when Internet access is available (hence the
term cloud storage, cloud being a term used to describe services hosted
online).

You can get around that last drawback by installing the SkyDrive for Windows
app on your PC, which automatically mirrors the content of your SkyDrive on
your PC and keeps the copy in sync with the SkyDrive’s actual content.

There are several ways of accessing your SkyDrive. This appendix covers the
four major ways:

v Access your SkyDrive space on the web via www . skydrive. com.

v Use the SkyDrive for Windows desktop app.

v+ Use the Windows 8 SkyDrive app on a PC or tablet that has Windows 8
installed.

v Use the SkyDrive links within Word when saving or opening files.


http://www.skydrive.com
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Note that, as I write this appendix, Microsoft’s cloud storage is named
SkyDrive, but Microsoft is preparing to rename the service OneDrive. For the
purposes of this appendix, know that when [ say SkyDrive, I'm referring to
Microsoft’s cloud storage.

Understanding Your SkyDrive
Interface Options

There are several ways to access your SkyDrive; each of the following sec-
tions explains one of the methods.

Signing into the SkyDrive web interface

Some SkyDrive management activities can only be performed via the
SkyDrive web interface, so you should know how to access it. To get started,
point your browser to www. skydrive.com. (The page will redirect to the
server where Microsoft is hosting SkyDrive at the moment. As of this writing,
itis https://skydrive.live.com but by the time you read this, it may
have changed.)

If you already have a Microsoft account and your computer is set up to auto-
matically sign you into it, your SkyDrive’s content appears automatically.
From the SkyDrive web interface, you can click folders and files to open them,
or use the buttons on the toolbar at the top of the window to perform other
actions. I tell you more about those actions later in this appendix.

Installing and using SkyDvive
for Windows desktop

If you want to access your SkyDrive files offline and make managing SkyDrive
files as easy as managing your local files, install the SkyDrive for Windows
app on your PC.

The SkyDrive for Windows app automatically mirrors the content of your
SkyDrive on your PC and keeps the copy in sync with the SkyDrive’s actual
content. If you are ever not connected to the Internet, it allows you to work
on local copies of your files, and then it automatically uploads the updates to
your SkyDrive the next time Internet connectivity is available. The SkyDrive
for Windows app also places a shortcut to your locally mirrored copies of
your SkyDrive content on the Favorites list in File Explorer (or Windows
Explorer), so you can easily access them with one click.


http://www.skydrive.com
https://skydrive.live.com
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To get SkyDrive for Windows, open the SkyDrive web interface, as described
in the preceding section, and then in the navigation pane at the left, click
the Get SkyDrive Apps hyperlink. From there, find and follow the link for

the Windows desktop apps. Click Download Now and follow the prompts

to complete the installation. (I'm being intentionally vague about the steps
here because by the time you read this, they may have changed; Microsoft
updates its websites frequently.)

After you install SkyDrive for Windows, you see a SkyDrive shortcut in the
Favorites list in File Explorer (Windows 8) or Windows Explorer (Windows 7).
This shortcut points to a folder on your hard drive: C: \Users\username\
SkyDrive. This folder is a staging area for your online SkyDrive and is auto-
matically synchronized with it. The green check mark on each icon indicates
that it has been synchronized. In other words, the copies on SkyDrive are
identical to these copies on your local machine. When the copies are out of
sync because an update hasn’t occurred yet, a pair of blue arrows appears
on the icon to indicate a sync is scheduled or in process. If there is a problem
with a sync (such as Internet unavailability), a red x symbol appears on the
icon to indicate that.

Managing SkyDrive files within Word

You can save and open files on your SkyDrive from within Word. When

you choose Save As from the File menu, the default save location is your
SkyDrive. You can click Browse to browse your SkyDrive’s content, or you
can click one of the folder names under Recent Folders to access one of the
folders within your SkyDrive.

Using the Windows 8 SkyDrive app

If you are running Windows 8, you can access the Windows 8 SkyDrive app
from the Start screen. It’s a tablet-style app optimized for touchscreens, like
the other new Windows 8 applications. Access the SkyDrive app from its tile
on the Start screen.

Within the SkyDrive app, you see your folders listed to the left, with picture
previews of the folders’ content if available. To the right of the folders, you’ll
see tiles for any files that are stored at the top level of your SkyDrive’s organi-
zational system, not in any particular folder. Right-click to open a command
bar at the bottom of the screen. From this bar, you can choose commands

to work with your content. Using the commands on the command bar, you
can do all the basic file management tasks from the Windows 8 SkyDrive app,
such as uploading and downloading, creating new folders, deleting, renam-
ing, and moving. (Those latter three commands are on a submenu when you
choose Manage.)



308

Appendix: Essential SkyDrive Skills

When you click a file or folder, it opens. If it’s a file, it opens in its default
program. To choose some other program in which to open the file, click Open
With on the command bar and then select the desired app from the menu
that appears.

Managing Files on Vour SkyDrive

In the following sections, you learn how to perform basic file management
activities on your SkyDrive, including uploading and downloading, copying,
moving, deleting, and renaming files.

Uploading a file

Uploading means transferring a file from your local hard drive, or some other
local location, to your SkyDrive. The procedure for placing a file on your
SkyDrive depends on which interface you are using. Table A-1 summarizes
the steps by interface type.

Interface Type Steps
Web interface 1. Display the folder in which you want to place the file.
2. Click the Upload button in the toolbar.
3. Select the file to upload.
4. Click Open.
Sk_yDrive for 1. In File Explorer (Windows Explorer), select the file.
Windows 2. Press Ctrl+C to copy the file to the Clipboard.
3. Inthe Favorites bar, click SkyDrive.
4. Navigate to the desired folder on your SkyDrive.
5. Press Ctrl+V to paste the file.
Word 2013 1. Choose Filer>Save As.

. Click Browse.
. Navigate to the desired folder on your SkyDrive.
. Type a filename in the File name box.

. Click OK.

ol AN
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Interface Type Steps
Windows 8 SkyDrive 1. Display the folder in which you want to place the file.
app

2. Right-click to display command bar.
3. Click Upload.

4. Select the file to upload.

5. Click Add to SkyDrive.

Downloading a file from your SkyDrive

Downloading means copying a file from your SkyDrive to a local drive, such
as your hard drive. Table A-2 summarizes the steps by interface type.

Interface Type

Steps

Web interface

1. Click the check mark next to a file’s name to select it.
2. Click the Download button in the toolbar.

3. If prompted by your browser to open or save, click
Save.

4. If prompted for a save location, choose it and click
Save. (Some browsers do not prompt for a save loca-
tion; they save all downloads to a default location.)

SkyDrive for
Windows

1. In File Explorer (Windows Explorer), click SkyDrive in
the Favorites list.

. Select the file to be downloaded.
. Press Ctrl+C to copy the file to the Clipboard.

. Navigate to a local folder location.

(S B~ VO V)

. Press Ctrl+V to paste the file.

continued
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Interface Type Steps
Word 2013 1. Choose File=>0pen.

. Click Browse.

. Select the file on your SkyDrive.

. Click Open.

. Choose File=>Save As.

. Click Computer and then click Browse.
. Navigate to a local folder location.

. Click OK.
. Right-click the file to select it.

— 100 N o o & wWw N

Windows 8 SkyDrive
app .
. Click Download.

. Navigate to a local folder location.
. Click Choose This Folder.

. Click OK.

(S~ IS V)

Renaming a file or folder

One way to rename a file is to save it with a different name and then delete
the original. However, it’s much easier to directly rename a file with the
Rename command. Table A-3 summarizes the steps for renaming a file or
folder on your SkyDrive.

Interface Type Steps

Web interface 1. Click the check mark next to a file's name to select it.
2. Click the Manage button on the toolbar.
3. Click Rename.

4. Type the new name and press Enter.
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Interface Type Steps
SkyDrive for 1. In File Explorer (Windows Explorer), click the file you
Windows want to rename.

2. Click Homer>Rename.

3. Type the new name and press Enter.
Word 2013 1. Choose File>0pen.

2. Click Browse.

3. Right-click the file on your SkyDrive.

4. Choose Rename.

5. Type the new name and press Enter.
Windows 8 SkyDrive 1. Right-click the file to select it.
app . Click Manage.

. Click Rename.

S~ N

. Type the new name and press Enter.

Moving or copying a file or folder

Moving and copying, in the context of this section, refer to moving or copying
within the SkyDrive itself, from one folder to another, and not into or out of
the SkyDrive (which would be considered uploading or downloading, respec-
tively, and which were covered earlier in this appendix). Table A-4 explains
how to move and copy files or folders on your SkyDrive.

Interface Type Moving Copying
Web interface 1. Click the check mark 1. Click the check mark next
next to a file or folder’s to a file or folder’s name
name to select it. to select it.
2. Click the Manage button 2. Click the Manage button
on the toolbar. on the toolbar.
3. Click Move to. 3. Click Copy To.
4, Click the desired folder 4, Click the desired folder in
in the dialog box. the dialog box.
5. Click Move. 5. Click Copy.

continued
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Interface Type Moving Copying
SkyDrive for 1. In File Explorer 1. In File Explorer (Windows
Windows (Windows Explorer), Explorer), click the file or
click the file or folder folder you want to move.
tt .
youwanttomove 2. Press Ctrl+C or choose

2. Press Ctrl+X or choose Home=>Copy.
Homec>Cut.

3. Navigate to the folder

3. Navigate to the folder where you want to copy
where you want to move the file or folder.
the file or folder.

& e ortoder 4. Press Ctrl+V or choose

4, Press Ctrl+V or choose Homer>Paste.
Homer>Paste.

Word 2013 1. Choose File=>Qpen. 1. Choose File=>Qpen.

2. Click Browse. 2. Click Browse.

3. Right-click the file or 3. Right-click the file or
folder on your SkyDrive folder on your SkyDrive
and click Cut, or press and click Copy, or press
Ctrl+X. Ctrl+C.

4. Navigate to the folder 4. Navigate to the folder
where you want to move where you want to move
the file or folder. the file or folder.

5. Right-click an empty 5. Right-click an empty area
area and choose Paste, and choose Paste, or
or press Ctrl+V. press Ctrl+V.

Windows 8 1. Right-click the file or Not applicable; you can't
SkyDrive app folder to select it. copy files or folders in this

. Click Manage.
. Click Move.

. Navigate to the folder

where you want to move
the file or folder.

. Click Move Here.

app.
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Deleting a file or folder

Deleting a file or folder removes it. A Recycle Bin is available for retriev-
ing deleted files on your SkyDrive, but it is accessible only from the web

interface.
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Table A-5 summarizes the steps for deleting files and folders on your

SkyDrive.

Deleting

Interface Type

Restoring a Deleted File

Web interface

1.

Click the check
mark next to a file
or folder’s name to
select it.

. Click the Manage

1. Click Recycle Bin at the

bottom of the navigation
pane at the left.

. Click the check mark

next to a file or folder’s

button. name to select it.
3. Click Delete. . Click Restore.
SkyDrive for 1. In File Explorer 1. Open the Recycle Bin
Windows (Windows Explorer), from your Windows
click the file or folder desktop.
t to delete.
youwant?o delete . Click the file to restore.
2. Press the Delete .
key, or choose . Click Restore the
HomeDelete. Selected Items.
Word 2013 1. Choose File=>Qpen. To immediately restore a
deletion, tri+Z.
2. Click Browse. eletion, press Ctrl+
. . Otherwise, use the web
3. Click the file o_rfolder interface or SkyDrive
on your SkyDrive. for Windows to restore
4. Press the Delete key. the file.
Windows 8 SkyDrive 1. Right-click the file or Not applicable; you can't
app folder to select it. restore files or folders in
thi .
2. Click Manage. 'S app
3. Click Delete.
4, Click Delete to

confirm.

. Click Move Here.
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Sharing SkyDrive files with others

SkyDrive offers a variety of ways to share your SkyDrive files with other
people. You can send e-mail, post a link to Facebook, or create a hyperlink
that you can then share with others any way you like (such as pasting it into
the HTML for a web page or pasting it into an instant message program).

Sharing is configured primarily through the web interface; the other inter-
faces aren’t designed for doing it. However, in some cases you can access a
command in another interface that will automatically open the web interface
and start the sharing process. Table A-6 summarizes the methods of sharing.

Interface Type Sharing via E-Mail Getting a Share Link

Web interface 1. Click the check mark 1. Click the check mark next
next to a file or folder’s to a file or folder’s name to
name to selectit. selectit.

2. Click the Share button. 2. Click the Share button.

3. Click Send Email. 3. Click Get a Link.

4. Inthe To box, type the 4. Click the Create button
e-mail address of the in either the View Only or
recipient. View and Edit section.

5. Type a personal mes- Or

tional).
sage (optional) Click the Make Public

6. Mark or clear the button.
Recipients Can Edit

check box as desired. 5. Press Ctrl+C to copy the

code.
7. Mark or clear the .
Require Everyone 6. Click Done.
Who Accesses This to 7. Click in the application in
Sign In check box as which you want to share
desired. the link, and press Ctrl+V to

Note: If you mark the paste it there.

check box in Step 7,
only people with a
Windows account will
have access.

8. Click Share.
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Interface Type Sharing via E-Mail Getting a Share Link
SkyDrive for 1. In File Explorer 1. In File Explorer (Windows
Windows (Windows Explorer), Explorer), right-click the file
right-click the file or folder you want to share,
or folder you want point to SkyDrive, and click
to share, point to Share.
SkyDrive, and click .
Sh\;re. The web interface opens.
The web interface 2. !ln the preceding"steps for
o Web interface,” go to
pens.
Step 3.

2. In the preceding steps
for “Web interface,” go
to Step 3.

Word 2013 1. Choose File=>Qpen. 1. Choose File=>Qpen.

2. Click Browse. 2. Click Browse.

3. Right-click the file or 3. Right-click the file or folder
folder on your SkyDrive on your SkyDrive that you
that you want to share, want to share, point to
point to SkyDrive, and SkyDrive, and click Share.
click Share. .

The web interface opens.
The web interface .
opens. 4. In the preceding steps for
“Web interface,” go to

4. In the preceding steps Step 3.
for “Web interface,” go
to Step 3.

Windows 8 Not applicable; you Not applicable; you can't

can't share files or fold-
ers in this app.

SkyDrive app

share files or folders in this
app.
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Index

Symbols

$ (dollar sign), 239

A

absolute position for graphics, 209
accepting changes

all changes at once, 293-294

individually, 291-293
Add Row indicator, 189
Address bar (Save As dialog box), 32
address block, 250
<<Address>> code, 244
<<AddressBlock>> code, 237-238, 244, 250
Adobe InDesign, 92
alignment

horizontal, 106-108, 132

paragraph, 16, 106-108

in tables, 191-192

vertical

defined, 106, 182
for pages, 165-166

all caps text

applying attribute, 83-85

keyboard shortcut, 82
applications

defined, 45

versus programs, 9
arrow keys, 38
artistic effects

defined, 215

for graphics, 215-216
ascending sort order, 66, 75
aspect ratio

constraining when drawing, 217

defined, 211, 226

maintaining when resizing, 211
attachments, 69, 75
attributes, text, 82, 101

authorities, 272
AutoCorrect feature, 115
AutoFit contents, 191
AutoRecover feature, 36-37

5

background

for pages, 162-165

for paragraphs, 130-131
Backspace key, 22, 59
Backstage view

bypassing when saving files, 29

defined, 18, 45

leaving, 18

Save As screen, 26
baloons

comments as, 296

displaying revisions in, 290
bibliography information, 275
Bing Image Search, 199, 202-203
blank document, creating, 20-21
blank lines, numbering, 270
blue underlines below text, 67
BMP format, 23
bold text

applying attribute, 83-85

keyboard shortcut, 82
border art

applying, 160-162

defined, 159
borders

defined, 132, 196

for pages, 159-162

for paragraphs, 128-129

for tables, 193-195
Borders and Shading dialog box, 195
brightness

adjusting for graphics, 212-213

defined, 212, 226
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Bring Forward command, 224 kerning, 95-96
Bring to Front command, 224 OpenType font settings, 98-100
bulleted lists size, 80-81
changing bullet character, 123-125 style sets, 88-90
converting paragraph to, 123 subscript text, 97-98
defined, 122, 132 superscript text, 97-98
pictures as bullets, 125 text attributes, 82-85
button groups using themes, 85-88
collapsed buttons, 17 WordArt effects, 83-85
dialog box launcher, 17 character spacing
in ribbon tabs, 13 adjusting, 93-95
bypassing defined, 92, 101
Backstage view, 29 character styles, 137, 156
Word Start screen, 13 citations, 272
<<City>> code, 244
C Clear Character Formatting button, 148
clip art
capitalization defined, 199, 226
all caps text vector graphics, 200
applying attribute, 83-85 closing Word, 9, 10
keyboard shortcut, 82 cloud storage
finding text with matching, 66 defined, 29
grammar, checking, 69 file management
captions deleting, 313
defined, 265, 282 downloading, 309-310
for figures, 265-267 moving and copying, 311-312
case renaming, 310-311
all caps text sharing, 314-315
applying attribute, 83-85 uploading, 308-309
keyboard shortcut, 82 managing files from Word, 307
finding text with matching, 66 opening files from, 35
grammar, checking, 69 overview, 305
center tab stop, 118 saving files to, 29-30
centering text, 16 web interface, 306
changes, tracking Windows 8 app, 307-308
accepting/rejecting changes, 291-294 Windows desktop application, 306-307
customizing display, 287-291 codes, field
preventing untracked changes, 294-295 constructing address block, 244
turning on, 285-286 gray selected text as, 167
character formatting headers and footers
character spacing, 92-95 custom, 171-172
color, 80-81 presets for, 169-170
copying formats, 91-92 for mail merge, 237-240
defined, 79, 91, 101 updating, 267

font, 80-81 collapsed buttons on ribbon, 17



collation setting, 73
color
formatting text, 80-81
for graphics, 214-215
page backgrounds, 163
saturation, defined, 214, 226
standard versus theme, 80
for themes, 87-88
tints and shades, 81
tone, defined, 214, 226
color wash effect, 214, 226
columns
multiple columns of text, 179-181
in table
alignment in, 191-192
auto-resize of, 190
borders, 193-195
distributing evenly, 192
resizing, 190-192
selecting, 188-189
comments
defined, 295, 304
deleting, 299
inserting, 296-297
printing, 299
reviewing, 298
Compatibility Checker, 301-303
CONFIDENTIAL watermark, 173
consistency in document using styles, 135
constraining aspect ratio, 217
contextual alternates, OpenType fonts, 99
contextual tab, 13
continuous section break, 178, 180
contrast
adjusting for graphics, 212-213
defined, 212, 226
copyright symbol, 61
Corrections button, 213
correspondence
e-mail
attachments, 75
sending documents, 69-71
sharing SkyDrive files, 314-315
envelopes
adding to document, 231-233
changing size, 233-234
overview, 231
printing, 234-235

Index

mail merge
creating labels, 242-245
creating letter, 237-242
data source for, 236-237
defined, 236
filtering data, 246-249
overview, 236
sorting data, 245-246
Creative Commons license, 202
cross-references
connecting to figures, 267-268
defined, 282
in index, 260
Ctrl key, 39
Ctrl+A keyboard shortcut, 61, 105
Ctrl+End keyboard shortcut, 39
Ctrl+F keyboard shortcut, 63
Ctrl+H keyboard shortcut, 63, 65
Ctrl+Home keyboard shortcut, 39
Ctrl+] keyboard shortcut, 27
Ctrl+N keyboard shortcut, 21
Ctrl+S keyboard shortcut, 27
Ctrl+Z keyboard shortcut, 111
customizing
display of markup,
287-291
styles, 138-140
subscript text, 97-98
superscript text, 97-98
templates, 150-152

D

data source for mail merge
defined, 236, 250
options for, 236-237
sorting, 245-246
dates in header and footer, 172
decimal tab stop, 118
Delete key, 23, 59
deleting
comments, 299
files from SkyDrive, 313
graphics, 202
section breaks, 178
tab stops, 121
watermarks, 174
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deletions, tracking, 289 with different settings, 25
delimiters for first time, 25-28
creating table from text, 188 importance of, 24
defined, 187, 196 Quick Access Toolbar, 27
delimited files, 236, 250 to SkyDrive, 29-30
descending sort order, 66, 75 template, creating from, 50-53
deselecting text, 62 tracking changes
Design tab, 90 accepting/rejecting changes, 291-294
dialog boxes customizing display, 287-291
launcher on ribbon, 17 preventing untracked changes, 294-295
moving out of way, 66 turning on, 285-286
Dictionary file, 67 typing in
Distribute Columns button, 192 editing text, 59-60
.doc files, 25 overview, 21-23
.docn files, 25 text placeholders, 57-58
documents zooming in, 43-44
blank document, 20-21 .docx files, 25
checking spelling and grammar, 67-69 dollar sign ( $), 239
comments .dotm file extension, 49, 150
defined, 295 dotted lines, 42
deleting, 299 .dotx file extension, 49, 150
inserting, 296-297 double underline text
reviewing, 298 applying attribute, 83-85
Compatibility Checker, 301-303 keyboard shortcut, 82
defined, 45 double-clicking
e-mailing, 69-71 on files, 9
envelope, adding to, 231-233 text, 60, 61
importing styles from, 143-145 downloading files from SkyDrive, 309-310
inserting pictures, 23-24 Draft view
margins defined, 40
defined, 75 headers and footers, 166
page numbers in, 169 layout elements and, 42
setting, 54-55 page borders and, 161
marking as final, 300-301 page numbers and, 167
opening, 34-36 section breaks and, 180
orientation of pages, 55-56 viewing applied styles, 146
printing DRAFT watermark, 173
comments, 299 drawing
envelopes, 234-235 lines versus shapes, 217
overview, 72-73 shapes
page backgrounds, 162, 164-165 creating, 217-219
testing on plain paper, 235 effects, 220
recovering, 36-37 fill options for, 219
saving flipping, 222
alternative formats, 71-72 grouping, 225
changing location, 30-32 overview, 217

default location, 29 rotating, 221-223



shape outlines, 219-221
stacking, 224
text on, 221-223
tables, 186-187
duplex setting, 73

E

effects
artistic, 215-216
color wash, 214, 226
defined, 102
glow, 83, 220
Line Drawing, 215
Pencil Grayscale, 215
Pencil Sketch, 215
for shapes, 220
Watercolor Sponge, 215
WordArt, 83-85, 175
em dash, 61
e-mail
attachments, 75
sending documents, 69-71
sharing SkyDrive files, 314-315
en dash, 61
End key, 39
endnotes
converting to footnote, 279
defined, 275, 282
formatting, 280
inserting, 276-278
using with footnotes, 278
Enter key, 59
envelopes
adding to document, 231-233
changing size, 233-234
overview, 231
printing, 234-235
sections and, 231
Equation Tools Design tab, 13
Esc key
bypassing Word Start screen, 13
leaving Backstage view, 18
even page section break, 178
Excel, as mail merge data source, 236
Export category (File menu), 20
Extend mode, 61

Index

F

F8 key, 61
field codes
constructing address block, 244
gray selected text as, 167
headers and footers
custom, 171-172
presets for, 169-170
for mail merge, 237-240
updating, 267
figures
captions for, 265-267
connecting text references to, 267-268
overview, 264
table of, 268-269
file extensions
defined, 23, 45
displaying, 27
.doc files, 25
.docnm files, 25
.docx files, 25
.dotm files, 49, 150
.dotx files, 49, 150
File menu
categories of commands in, 18
overview, 18-20
file path
defined, 29
in Save As dialog box, 32
files, double-clicking to open, 9
fill
defined, 219, 226
for shapes, 220-221
filtering mail merge data, 246-249
final, marking document as, 300-301
find feature
matching capitalization, 66
overview, 63-64
first-line indent
defined, 112, 132
on Ruler, 116
flipping shapes, 222
folders
defined, 46
explained, 29
subfolders, 32
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fonts
defined, 79, 102
formatting text, 80-81
OpenType
contextual alternates, 99
customizing options, 100
defined, 102
ligatures, 98
number forms, 99
number spacing, 99
online resources, 99
stylistic sets, 99
for themes, 87
footers
custom, 171-173
defined, 166, 182
exiting editing mode, 167
numbering pages, 167-169
position, 173
presets, 169-170
sections and, 173
size, 173
tab stops in, 172
footnotes
converting to endnote, 279
defined, 275, 282
formatting, 280
inserting, 275-276
using with endnotes, 278
Format Painter, 91-92
formatting

clearing manually applied, 148

footnotes and endnotes, 280
page
background, 162-165
borders, 159-162
vertical alignment, 165-166
paragraph
alignment, 16, 106-108
spacing, 108-111
text
character spacing, 92-95
color, 80-81
copying formats, 91-92
font, 80-81
kerning, 95-96
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OpenType font settings, 98-100
size, 80-81
style sets, 88-90
subscript text, 97-98
superscript text, 97-98
text attributes, 82-85
using themes, 85-88
WordArt effects, 83-85
using styles
advantages, 135
applying, 136-138
automatic updating of text, 140
creating, 140-142
importing from documents, 143-145
modifying, 138-140
naming, 140
troubleshooting, 147
unspecified formatting and, 140-141
viewing applied, 146-149

G

generating index, 262-264
generating TOC, 256-257
GIF format, 23
glow effect
for shapes, 220
for text, 83
Gmail, 70
gradients
defined, 219
page backgrounds, 163-164
paragraph backgrounds, 130
grammar, checking
overview, 67

reviewing automatically-found errors, 68

running for whole document, 68-69
graphics
arch button when selected, 206
artistic effects, 215-216
border art, 160-162
deleting, 202
editing
brightness, 212-213
color adjustments, 214-215
contrast, 212-213



inserting
from file, 203-204
online images, 201-203
overview, 23-24
insertion point and, 200
moving, 208-210
resizing, 210-212
shapes
drawing, 217-219
effects, 220
fill options for, 219
flipping, 222
grouping, 225
overview, 217
rotating, 221-223
shape outlines, 219-221
stacking, 224
text on, 221-223
supported formats, 23
text wrap settings, 205-207
vector versus raster, 200
gray selected text as code, 167
<<GreetingLines>> code, 237-238
gridlines
defined, 193, 196
displaying, 193
grouping shapes, 225
groups, button
collapsed buttons, 17
dialog box launcher, 17
in ribbon tabs, 13

H

hanging indent, 112, 132
headers

custom, 171-173

defined, 166, 182

exiting editing mode, 167

numbering pages, 167-169

position, 173

presets, 169-170

sections and, 173

size, 173

tab stops in, 172

watermarks and, 166
headings, defining for TOC, 254-255

Index

Home key, 39
Home tab, 82, 86, 113, 124, 136, 176
horizontal alignment, 106, 132

!

images
arch button when selected, 206
artistic effects, 215-216
border art, 160-162
deleting, 202
editing
brightness, 212-213
color adjustments, 214-215
contrast, 212-213
inline, 201, 226
inserting
from file, 203-204
online images, 201-203
overview, 23-24
insertion point and, 200
moving, 208-210
resizing, 210-212
supported formats, 23
text wrap settings, 205-207
vector versus raster, 200
importing styles from documents, 143-145
In Line with Text setting, 208
Increase Indent button, 113
indentation
adjusting using Ruler, 115-117
applying, 113-115
background and, 130
borders and, 128
defined, 132
first-line indent, 112, 116, 132
hanging indent, 112, 132
overview, 112
subsequent-lines indent, 116
tab character replaced by, 115
index
creating entries, 260-262
defined, 282
generating, 262-264
overview, 260
Info category (File menu), 19
Ink feature, 289
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inline images, 201, 226 End key, 39
Insert tab, 13, 23, 61, 202 Enter key, 59
insertion point Esc key
defined, 22, 46 bypassing Word Start screen, 13
inserting graphics, 200 leaving Backstage view, 18
moves to next line automatically, 59 F8 key, 61
moving with keyboard, 38-39 Home key, 39
scrolling and, 37 navigation using, 38-39
insertions, tracking, 289 Page Up/Down keys, 39
interface Shift key, 62, 211, 217
File menu, 18-20 Tab key, 186
ribbon
button groups, 13 L
button sets, 16
collapsed buttons, 17 labels, for printing
contextual tabs, 13 codes for, 243
dialog box launcher, 17 mail merge using, 242-245
menu buttons on, 14 Landscape mode’ 55
overview, 13 landscape orientation, 75
tabs, 13 leading, 108, 132
italic text left tab stop, 118
applying attribute, 83-85 legal documents
keyboard shortcut, 27, 82 endnotes
converting to footnote, 279
] formatting, 280
inserting, 276-278
JPEG format, 23 figures
justifying text, 16, 106, 132 captions for, 265-267
connecting text references to, 267-268
K overview, 264
table of, 268-269
kerning footnotes
adjusting, 96 converting to endnote, 279
defined, 95 formatting, 280
keyboard inserting, 275-276
Backspace key, 22, 59 index
Ctrl key, 39 creating entries, 260-262
Ctrl+A shortcut, 61, 105 generating, 262-264
Ctrl+End shortcut, 39 overview, 260
Ctrl+F shortcut, 63 line numbering, 270-271
Ctrl+H shortcut, 63, 65 Table of Authorities, 272-274
Ctrl+Home shortcut, 39 TOC
Ctrl+I shortcut, 27 defined, 253
Ctrl+N shortcut, 21 generating, 256-257
Ctrl+S shortcut, 27 heading levels, 254-255
Ctrl+Z shortcut, 111 styles for, 258-259

Delete key, 23, 59 updating, 257-258



legal symbols, 61
letter, for mail merge, 237-242
libraries, displaying in Windows, 33
ligatures, 98, 102
Line Drawing effect, 215
lines, border, 160
lines as shape
drawing, 217-219
Shape Outline setting for, 220
lines of text
numbering, 270-271
selecting, 61
lining number form, 102
lists
bulleted
changing bullet character, 123-125
converting paragraph to, 123
defined, 122, 132
pictures as bullets, 125
converting paragraph to, 123
numbered
changing numbering style, 125-127
converting paragraph to, 123
defined, 122, 132
sorting, 66-67
long documents
endnotes
converting to footnote, 279
formatting, 280
inserting, 276-278
figures
captions for, 265-267
connecting text references to, 267-268
overview, 264
table of, 268-269
footnotes
converting to endnote, 279
formatting, 280
inserting, 275-276
index
creating entries, 260-262
generating, 262-264
overview, 260
legal documents
line numbering, 270-271
Table of Authorities, 272-274

Index

TOC
defined, 253
generating, 256-257
heading levels, 254-255
styles for, 258-259
updating, 257-258

M

Macro-enabled files, 25
macros, defined, 25
mail merge
creating labels, 242-245
creating letter, 237-242
data source for, 236-237
defined, 236, 250
filtering data, 246-249
overview, 236
sorting data, 245-246
Mailings tab, 237, 239
main document for mail merge, 236, 250
main entry in index, 260
Manage Styles button, 144
margins
defined, 54, 75
page numbers in, 169
setting, 54-55
Mark All button, 262
Mark as Final feature, 300-301, 304
Mark Citation tool, 272
Mark Entry tool, 260-261
markup for tracking changes, 287-291
matching fields for mail merge, 239
maximizing windows, 18
Microsoft account, 306
Microsoft Office 2013
common Dictionary file, 67
saving documents for earlier versions,
71-72
Start screen group, 11
suite of applications, 9
themes common to, 85
Microsoft Outlook
as mail merge data source, 236
overview, 69
sending documents, 70-71
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Microsoft SkyDrive
defined, 29
file management
deleting, 313
downloading, 309-310
moving and copying, 311-312
renaming, 310-311
sharing, 314-315
uploading, 308-309
managing files from Word, 307
opening files from, 35
overview, 305
saving files to, 29-30
web interface, 306
Windows 8 app, 307-308
Windows desktop application, 306-307
Microsoft Word 2013
Add Row indicator, 189
closing, 9, 10
Office suite, 9
starting in Windows 7, 12
starting in Windows 8, 10-11
tutorials online, 74
Microsoft XPS Document Writer, 73
Mirrored margin option, 54
Modify Style dialog box, 139
modifying
display of markup, 287-291
styles, 138-140
subscript text, 97-98
superscript text, 97-98
templates, 150-152
mouse, navigation using, 38
moving
dialog boxes out of way, 66
graphics, 208-210

N

<<Name>> code, 244
naming styles, 140
navigation
keyboard, 38-39
mouse, 38
scrolling and insertion point, 37
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navigation bar (Save As dialog box), 31, 33
Navigation pane, 63-64
New category (File menu), 19
next page section break, 178
Normal template
default style, 136
overriding, 50
numbered lists
changing numbering style, 125-127
converting paragraph to, 123
defined, 122, 132
numbering
lines, 270-271
pages, 167-169
numbers, OpenType fonts
forms, 99
spacing, 99

0

odd page section break, 178
Office 2013

common Dictionary file, 67

saving documents for earlier versions,

71-72

Start screen group, 11

suite of applications, 9

themes common to, 85
Office.com

clip art, 199, 202

templates on, 49, 150
offline access to SkyDrive, 306-307
old-style number form, 102
OneDrive. See SkyDrive
Open category (File menu), 18-19
opening

documents, 34-36

Word 2013

in Windows 7, 12
in Windows 8, 10-11

OpenType fonts

contextual alternates, 99

customizing options, 100

defined, 102

ligatures, 98



number forms, 99
number spacing, 99
online resources, 99
stylistic sets, 99
orientation
for envelopes, 235
for pages
defined, 75
setting, 55-56
outline for shapes, 219, 227
Outline view
defined, 40
page borders and, 161
viewing applied styles, 146
Outlook
as mail merge data source, 236
overview, 69
sending documents, 70-71
Outlook.com, 70

P

Page Layout tab, 166
Page Up/Down keys, 39
pages
background
defined, 162
formatting, 162-165
printing, 162, 164-165
borders
defined, 159, 182
formatting, 159-162
breaks, 42
headers and footers
custom, 171-173
overview, 166
page numbers on, 167-169
position, 173
presets, 169-170
size, 173
margins
defined, 75
page numbers in, 169
setting, 54-55
multiple column text, 179-181

Index

numbering, 167-169
orientation of, 55-56
sections versus, 159
vertical alignment, 165-166
paper sizes
changing for envelope, 233-234
printing and, 56
standard, 55
Paragraph dialog box, 110
paragraphs
alignment of, 16, 106-108
background, 130-131
borders, 128-129
bulleted lists
changing bullet character, 123-125
defined, 122
pictures as bullets, 125
clearing manually applied formatting, 148
converting to list, 123
converting to table, 187-188
formatting, 105, 132
importance of, 105
indentation
adjusting using Ruler, 115-117
applying, 113-115
background and, 130
borders and, 128
defined, 132
first-line indent, 112, 116, 132
hanging indent, 112, 132
overview, 112
subsequent-lines indent, 116
tab character replaced by, 115
line spacing, 108-111
margins
defined, 75
page numbers in, 169
setting, 54-55
moving, 59-60
multiple column text, 179-181
numbered lists
changing numbering style, 125-127
defined, 122
spacing between, 108-111
starting new, 22
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paragraphs (continued)
styles
applying, 136-138
automatic updating of text, 140
creating, 140-142
defined, 137, 156
importing from documents, 143-145
modifying, 138-140
naming, 140
troubleshooting, 147
unspecified formatting and, 140-141
viewing applied, 146-149
tab stops
changing, 121-122
creating, 119-121
default, 119
default, removed when creating
custom, 121
default, reverting to, 121
deleting, 121
overview, 117-118
path for file
defined, 29
in Save As dialog box, 32
Pencil Grayscale effect, 215
Pencil Sketch effect, 215
pictures
arch button when selected, 206
artistic effects, 215-216
border art, 160-162
as bullets, 125
deleting, 202
editing
brightness, 212-213
color adjustments, 214-215
contrast, 212-213
inserting
from file, 203-204
online images, 201-203
overview, 23-24
insertion point and, 200
moving, 208-210
raster graphics, 200
resizing, 210-212
supported formats, 23
text wrap settings, 205-207
vector versus raster, 200
pinning programs to Start screen, 11
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pixel, defined, 200, 227
placeholders for text, 57-58
plain text format, 71
PNG format, 23
points (measurement), 79, 102
Portrait mode, 55
portrait orientation, 75
preventing untracked changes, 294-295
Print category (File menu), 19
Print Layout view
cursor arrow, 62
headers and footers, 166
page numbers and, 167
section breaks and, 180
printing
comments, 299
envelopes, 234-235
labels
codes for, 243
mail merge using, 242-245
overview, 72-73
page backgrounds, 162, 164-165
testing on plain paper, 235
professional documents
endnotes
converting to footnote, 279
formatting, 280
inserting, 276-278
figures
captions for, 265-267
connecting text references to, 267-268
overview, 264
table of, 268-269
footnotes
converting to endnote, 279
formatting, 280
inserting, 275-276
index
creating entries, 260-262
generating, 262-264
overview, 260
legal documents
line numbering, 270-271
Table of Authorities, 272-274
TOC
defined, 253
generating, 256-257
heading levels, 254-255



styles for, 258-259

updating, 257-258
programs versus applications, 9
proportional spacing, 102
punctuation, inserting special, 61

0

-

QuarkXPress, 92
Quick Access Toolbar, 27

R

raster graphics, 200, 211, 227
Read Mode
defined, 40
headers and footers, 166
page numbers and, 167
Recent Files list, 34
recovering lost work, 36-37
red underlines below text, 67
References tab, 257, 260, 279
registered trademark symbol, 61
rejecting changes
all changes at once, 293-294
individually, 291-293
renaming SkyDrive files, 310-311
repeating content using header, 166
replacing text
all occurences at once, 65
overview, 65-66
reports
endnotes
converting to footnote, 279
formatting, 280
inserting, 276-278
figures
captions for, 265-267
connecting text references to, 267-268
overview, 264
table of, 268-269
footnotes
converting to endnote, 279
formatting, 280
inserting, 275-276

Index

index
creating entries, 260-262
generating, 262-264
overview, 260
TOC
defined, 253
generating, 256-257
heading levels, 254-255
styles for, 258-259
updating, 257-258
resizing
application window, 17
graphics, 210-212
rows and columns, 190-192
Restore button, 17
restricting editing, 294-295
return addresses, 232
Reveal Formatting task pane, 148
Review tab, 286, 294, 296
Reviewing pane, 296
ribbon
button groups, 13
button sets, 16
collapsed buttons, 17
contextual tabs, 13
dialog box launcher, 17
menu buttons on, 14
overview, 13
tabs in, 13
Rich Text Format (RTF) files, 71
right indent on Ruler, 116
right tab stop, 118
Roman numerals
footnotes and endnotes, 280
numbered lists, 125
page numbers, 169
rows, table
Add Row indicator, 189
alignment in, 191-192
auto-resize of, 190
borders, 193-195
creating extra, 186
resizing, 190-192
selecting, 188-189
RTF (Rich Text Format) files, 71
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Ruler
adjusting indentation using, 115-117
displaying, 115
Tab Type button, 120

S

saturation, defined, 214, 226
Save As dialog box, 29-34
Save As screen, 26
saving documents
alternative formats, 71-72
changing location, 30-32
default location, 29
for first time, 25-28
importance of, 24
Quick Access Toolbar, 27
to SkyDrive, 29-30
scale, defined, 102
Scale setting, for character
spacing, 93
ScreenTips, displaying, 81
scroll bar, 46
scroll box, 46
scrolling
insertion point and, 37
using mouse, 38
searching for text
matching capitalization, 66
overview, 63-64
section breaks
defined, 176, 182
deleting, 178
inserting, 178-179
types of, 178
viewing, 176-177
sections
envelopes in documents, 231
headers and footers for, 173
inserting breaks, 178-179
multiple column text, 179-181
overview, 176
pages versus, 159
viewing breaks, 176-177
security
marking document as final, 300-301
restricting document editing, 294-295
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selections

formatting paragraphs, 105

of text, 61-62
Send Backward command, 224
Send to OneNote 2013 printer, 73
shades, defined, 81
shading paragraphs, 130-131, 132
shadow

for borders, 129

for shapes, 220

WordArt effects, 83
shapes

drawing, 217-219

effects, 220

fill options for, 219

flipping, 222

grouping, 225

overview, 217

rotating, 221-223

shape outlines, 219-221

stacking, 224

text on, 221-223
Share category (File menu), 20
sharing

saving document in other format, 71-72
sending document as attachment, 69-71

SkyDrive files, 314-315
Shift key, 62, 211, 217
SkyDrive
defined, 29
file management
deleting, 313
downloading, 309-310
moving and copying, 311-312
renaming, 310-311
sharing, 314-315
uploading, 308-309
managing files from Word, 307
opening files from, 35
overview, 305
saving files to, 29-30
web interface, 306
Windows 8 app, 307-308

Windows desktop application, 306-307

small caps text
applying attribute, 83-85
keyboard shortcut, 82



sorting
data source for mail merge, 245-246
lists, 6667
spacing
defined, 102
for paragraphs, 108-111
special characters, inserting, 60-61
spelling, checking
Dictionary file and, 67
overview, 67
reviewing automatically-found errors, 68
for whole document, 68-69
stacking shapes, 224
standard colors
defined, 102
theme colors versus, 80
Start menu, 12
Start screen (Windows)
pinning programs to, 11
starting Word from, 10-11
typing in, 11
Start screen (Word), bypassing, 13
starting/running Word
in Windows 7, 12
in Windows 8, 10-11
<<State>> code, 244
status bar, view buttons on, 43
strikethrough text, 285
Style Inspector, 146-149, 156
style sets
applying, 89-90
defined, 88, 102
manual overrides, 89
previewing, 90
styles
applying, 136-138
automatic updating of text, 140
border lines, 160
clearing manually applied formatting, 148
creating, 140-142
defined, 135, 156
for headings, 254
importing from documents, 143-145
keyboard shortcuts, 136
modifying, 138-140
naming, 140

Index

paragraph versus character, 137
for TOC, 258-259
troubleshooting, 147
unspecified formatting and, 140-141
viewing applied, 146-149
Styles gallery, 136, 139, 146, 156
stylistic sets
defined, 102
OpenType fonts, 99
subentry in index, 260
subfolders, 32
subscript text
applying attribute, 83-85
customizing, 97-98
defined, 97
keyboard shortcut, 82
subsequent-lines indent, 116
suite of applications, defined, 9
superscript text
applying attribute, 83-85
customizing, 97-98
defined, 97
keyboard shortcut, 82
symbols, inserting, 60-61

-

tab character, replaced by
indentation, 115
Tab key, 186
tab leader, defined, 118
tab stops
changing, 121-122
creating, 119-121
default, 119
removed when creating custom, 121
reverting to, 121
defined, 117, 132
deleting, 121
delimiters, 187
headers and footers, 172
overview, 117-118
Tab Type button, 120
Table of Authorities
creating, 272-274
defined, 282
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Table of Contents (TOC)
defined, 253, 282
generating, 256-257
heading levels, 254-255
styles, 258-259
updating, 257-258

Table of Figures
creating, 268-269
defined, 268, 282

Table selector, 188, 196

tables
alignment in, 191-192
borders, 193-195
converting text to, 187-188
creating extra rows, 186
drawing, 186-187
inserting, 185-186
as mail merge data source, 236
overview, 185
rows and columns

Add Row indicator, 189

auto-resize of, 190

resizing, 190-192

selecting, 188-189
selecting, 188

tablets, accessing SkyDrive, 307-308

tabs (ribbon)
button groups, 13
button sets on, 16
collapsed buttons on, 17
contextual tab, 13
dialog box launcher, 17
menu buttons on, 14

tabular spacing, 102

“temperature”, color, 214

templates
accessing online, 50
creating, 153-154
creating documents from, 50-53
defined, 49, 102, 135, 150, 156
location for, 151
modifying, 150-152
Normal template, 50, 136
on Office.com, 49
opening, 150
overview, 150
text placeholders, 57-58
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text
alignment of, 16
checking spelling and
grammar, 67-69
codes, 167
columns, multiple, 179-181
converting to table, 187-188
deleting
using Backspace key, 22
using Delete key, 23
deselecting, 62
double-clicking, 60
editing, 59-60
finding
matching capitalization, 66
overview, 63-64
formatting
character spacing, 92-95
color, 80-81
copying formats, 91-92
font, 80-81
kerning, 95-96
OpenType font settings, 98-100
readability and, 79
size, 80-81
style sets, 88-90
subscript text, 97-98
superscript text, 97-98
text attributes, 82-85
using themes, 85-88
WordArt effects, 83-85
italics, 27
placeholders for, 57-58
replacing
all occurences at once, 65
overview, 65-66
selecting, 61-62
on shapes, 221-223
size and zooming, 40
styles, 137
symbols and special
characters, 60-61
typing in document, 21-23
wrapping of
around graphics, 205-207
defined, 227
in tables, 190



textures
defined, 219
page backgrounds, 163-164
theme colors
defined, 102
standard colors versus, 80
themes
applying, 86-88
defined, 85, 102
manual overrides, 86
using 3rd party, 86
TIF format, 23
tints, defined, 81
TOC (Table of Contents)
defined, 253, 282
generating, 256-257
heading levels, 254-255
styles, 258-259
updating, 257-258
Toggle Field Codes option, 172
tracking changes
accepting/rejecting changes, 291-294
customizing display, 287-291
preventing untracked changes, 294-295
turning on, 285-286
trademark symbol, 61
triple-clicking paragraphs, 59, 61
tutorials online, 74
typeface, 79

U

underline text
applying attribute, 83-85
keyboard shortcut, 82
tracking changes, 285
Undo command, 111
untracked changes, preventing, 294-295
uploading files to SkyDrive, 308-309

4

vector graphics, 200, 211, 217, 227
vertical alignment

defined, 106, 182

for pages, 165-166

Index

vertical spacing, 108
View tab, 41, 43, 62, 116
views

Backstage view
bypassing when saving
files, 29
defined, 18, 45
leaving, 18
Save As screen, 26
changing, 41-42
Draft view
defined, 40
headers and footers, 166
layout elements and, 42
page borders and, 161
page numbers and, 167
section breaks and, 180
viewing applied styles, 146
Outline view
defined, 40
page borders and, 161
viewing applied styles, 146
overview, 40
Print Layout view
cursor arrow, 62
headers and footers, 166
page numbers and, 167
section breaks and, 180
status bar buttons, 43
Web Layout
defined, 40
headers and footers, 166
page borders and, 161
page numbers and, 167

w

Watercolor Sponge
effect, 215
watermarks
defined, 173, 182
deleting, 174
header of document, 166
inserting, 173-175
WordArt and, 175
wavy blue/red underlines, 67
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Web Layout starting in Windows 7, 12
defined, 40 starting in Windows 8, 10-11
headers and footers, 166 tutorials online, 74
page borders and, 161 Word 97-2003 format, 25, 71
page numbers and, 167 WordArt effects

windows applying, 82-85
maximizing, 18 watermarks and, 175
resizing, 17 wrapping text

Windows 7 around graphics, 205-207
desktop application for SkyDrive, 306-307 defined, 227
displaying file extensions, 27 in tables, 190
starting Word in, 12

Windows 8 y
desktop application for SkyDrive, 306-307
displaying file extensions, 27 Yahoo! Mail, 70
starting Word in, 10-11
Windows 8 SkyDrive app, 307-308 z

Windows 8.1, 33

Word 2007, 63

Word 2010, 71

Word 2013
Add Row indicator, 189
closing, 9, 10
Office suite, 9

<<ZIP>> code, 244
zooming

text size and, 40

using Zoom slider, 43-44



About the Author

Lois Lowe, MA, is a Microsoft Office Master Instructor and the author

of more than 100 books on computer hardware and software, including
the PowerPoint 2013 Bible and Excel 2013 eLearning Kit For Dummies. She
is an adjunct instructor of Computer Information Technology at Purdue
University, and her corporate training courses online have reached more
than one-quarter of a million students for clients such as Hewlett-Packard,
Sony, and CNET.

Dedication

To Margaret

Author’s Acknowledgments

Thanks to the wonderful editorial staff at John Wiley & Sons, Inc. for another
job well done. You guys are top notch!



Publisher’s Acknowledgments
Senior Acquisitions Editor: Katie Mohr Project Coordinator: Melissa Cossell
Senior Project Editor: Rebecca Huehls Cover Image: ©iStockphoto.com/GlobalStock
Copy Editor: Amanda Graham
Technical Editor: Sharon Mealka
Editorial Assistant: Annie Sullivan

Sr. Editorial Assistant: Cherie Case


http://iStockphoto.com/GlobalStock

Maki
ing Learning Easier!

\

Mnking Leaming Easierl

office 2013
MES

Includes:
. Book: (cp, orboth— pick
the wayyou 1™ best
. Four hours of Excel 2013
Inslmaion
. Elsrto—lollow!nrmai
thatlets Yo Jearn at your
ownpac® Includes:
. Full color bookpIus
e online training course
" Includes:
. Book, (/" poth —Pick 3
W13 interactive Jessons.
cover the: ess!nllals of
office: 2013

che way you le™ best

L FREE1 year 2«
toonline elf-paced
ing via 3CCE5° code

& smopul

e

Java

Faithe Wempen
Faith!
indows 8

S

S NT 2T S 9,,,,,;

, Three hours of.
instruction

llow format

ulearn at you

. rourhours oW
instruction

 asy-to-follo format
thatlets Yo Jearn atyour

own pace

. gasy-too!
thatlets¥°
own pace

Mueller

John paul
Faithe Wempen

S NI T

54

. Three, hours of social
media marketing
Insﬂ“ﬁloﬂ

. Ensy—lo-follow format
thatlets youlear™ atyo
own pace

Twohoursofd
photograP ™

format

m at yo|

£L0C pPiom

 gasyto-follo
chatletsyou e
ownpace

57[1[[/;

Includes:
orboth—
u learn best

pick
Includes:

. Full color bo®!
- taining course

. Book, €0/

the way ¥°!
kplusanline

=4

Phyllis Kha
. Two hour of HTMLS

instruction

27

LFREE1Yed" access O
Jeifpacedtrainind

online
via access 3
, 11 interactiv® Jessons cOve"
theessentials of Word 2013

L gasy-tof0 format
that lets Y°' rn at your

own pace

llow
u leal

WINSETT

S INT T E

hrey
Lois Lowe

eI S
2

A Wiley Brand



	Contents at a Glance
	Table of Contents
	Introduction
	About This Kit
	Foolish Assumptions
	Icons Used in This Kit
	Accessing the Word 2013 eCourse
	Beyond the Book
	Where to Go from Here

	Chapter 1: Getting to Know Word 2013
	Starting Word
	Exploring the Word Interface
	Creating Your First Document
	Saving and Opening Documents
	Moving Around
	Changing the Onscreen View
	Summing Up

	Chapter 2: Creating a Word Document
	Starting a New Word Document
	Editing Text
	Selecting Text
	Manipulating Text
	Checking Spelling and Grammar
	Sharing Your Document with Others
	Printing Your Work
	Summing Up

	Chapter 3: Formatting Text
	Formatting Text
	Working with Themes
	Applying Style Sets
	Copying Formats with Format Painter
	Customizing Characters and Their Spacing
	Summing Up

	Chapter 4: Formatting Paragraphs
	Aligning Paragraphs
	Spacing Lines and Paragraphs
	Indenting a Paragraph
	Setting Tab Stops
	Creating Bulleted and Numbered Lists
	Adding Borders and Shading
	Summing Up

	Chapter 5: Standardizing Formatting with Styles and Templates
	Simplifying Formatting with Preset Styles
	Changing and Creating Templates
	Summing Up

	Chapter 6: Shaping Pages and Sections
	Formatting Pages
	Designing Headers and Footers
	Working with Multisection Documents
	Formatting Text in Multiple Columns
	Summing Up

	Chapter 7: Creating Tables
	Inserting or Drawing a Table
	Converting Text to a Table
	Selecting Rows and Columns
	Resizing Rows and Columns
	Formatting Table Borders
	Summing Up

	Chapter 8: Pepping Up the Page with Graphics
	Inserting Pictures from the Web
	Inserting Photos from Files
	Managing Picture Size and Placement
	Making Basic Edits to a Picture
	Drawing Lines and Shapes
	Summing Up

	Chapter 9: Managing Correspondence
	Creating Envelopes
	Performing a Mail Merge
	Sorting and Filtering Mail Merge Records
	Summing Up

	Chapter 10: Preparing Professional Reports
	Creating a Table of Contents
	Creating an Index
	Captioning and Organizing Figures
	Organizing Legal Documents
	Creating Footnotes and Endnotes
	Summing Up

	Chapter 11: Protecting and Sharing a Document
	Tracking Document Changes
	Working with Document Comments
	Marking a Document as Final
	Using the Compatibility Checker
	Summing Up

	Appendix: Essential SkyDrive Skills
	Understanding Your SkyDrive Interface Options
	Managing Files on Your SkyDrive

	Index
	About the Author





