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ABOUT THIS BOOK

Microsoft Word 2010 Complete is designed for beginning users of Microsoft Word 2010. Students will learn to use the application
through a variety of activities, simulations, and case projects. Microsoft Word 2010 Complete demonstrates the tools and features
for this program in an easy-to-follow, hands-on approach.

This self-paced step-by-step book with corresponding screen shots makes learning easy and enjoyable. End-of-lesson
exercises reinforce the content covered in each lesson and provide students with the opportunity to apply the skills that they have
learned. It is important to work through each lesson within a unit in the order presented, as each lesson builds on what was learned
in previous lessons.

Mlustrations provide visual reinforcement of features and concepts, and sidebars provide notes, tips, and concepts related to
the lesson topics. Step-by-Step exercises provide guidance for using the features. End-of-lesson projects concentrate on the main
concepts covered in the lesson and provide valuable opportunities to apply or extend the skills learned in the lesson. Instructors
can assign as many or as few of the projects at the end of the lesson as they like.

In the Introductory Word unit, students start by learning the basics of document creating and editing, and then move on using
Word commands to apply formatting, styles, and themes, and create elements such as numbered and bulleted lists and tables. Then
students learn how to create specialized documents with multiple columns and graphics, and how to work with longer documents
by adding headers, footers, and page numbers and working with document properties. Finally, students learn how to use the
Mail Merge feature, how to review documents using tracked changes and comments, and how to combine different versions of a
document.

The lessons in the Advanced Word unit introduce students to details and special features that will help them achieve a
higher level of expertise in word processing skills. Students learn how to customize styles, themes, tables, and charts. To improve
productivity, there is full coverage of creating merge documents for letters, envelopes, labels, emails, and directories. Students
learn how to protect documents and restrict access when sharing documents. To work more efficiently, students learn to create
citations and bibliographies for research papers, and also how to create indexes, tables of contents, tables of figures, and tables
of authorities for long documents. Students also learn to create macros for repetitive tasks and to customize the Word application
settings.

Please note that some concepts introduced in the Introductory unit will be expanded upon in the Advanced unit.

To complete all lessons and end-of-lesson material, this book will require approximately 33 hours.

Start-Up Checklist

Hardware

B Computer and processor: 500-megahertz (MHz) processor or higher
B Memory: 256 megabytes (MB) of RAM or higher

B Hard disk: 3.5 gigabyte (GB) available disk space

B Display 1024 x 768 or higher-resolution monitor

Software:

B Operating system: Windows XP with Service Pack 3, Windows Vista with SP1, or Windows 7
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INSIDE THIS BOOK

Step-by-Step Exercises offer
“hands-on practice” of the mate-
rial just learned. Each exercise
uses a data file or requires you to
create a file from scratch.

You can also copy and paste a
chart that has already been cre-
ated in Excel. When you paste the
chart into a Word document, the
chart is linked to the Excel work-
sheet, so you can edit the data in
the worksheet and the chart will
automatically be updated.

FIGURE 11-18
Insert Chart dialog box

WD Adv 80

EXTRA FOR EXPERTS

ADVANCED Microsoft Word Unit

Creating Charts

Charts provide a visual display of data and often make the material casier to under-
stand. Word enables you to convert table data into colorful three-dimensional charts.
Word offers several options for chart types, including column, bar, line, and pie. In
addition, you can change the elements used to format a chan. For example, you can
insert a title for the chart or the axes, you can add labels for the data, and you can
change the font and location of the chant’s legend.

‘When you use the Insert Charnt feature, a sample chart is embedded in the Word
document and an Excel worksheet opens, You replace the sample data in the worksheet
with the data you want 1o appear in the chart, and as you enter new data in the work-
sheet, the embedded chart is updated. After closing the worksheet, you can still update
the chart data at any time by right-clicking the chart and then clicking Edit Data.

If you do not have Excel installed on the computer, obviously an Excel work-
sheet will not open. However, an associated datasheet will open with the chart, and
you can enter your own data in the datasheet.

Step-by-Step 11.14

1. Open a new blank document and save it as Fourth Quarter Sales, fol-
lowed by your initials.

2. Click the Insert tab. In the |llustrations group, click the Chart button to
open the Insert Chart dialog box, similar to the one shown in Figure 11-18.

Inert Chart = - 15 o |
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3. In the left pane, select Bar. In the right pane, under Bar, click the first
option in the first row, Clustered Bar. (Hint: Position the mouse pointer
over the options to see a ScreenTip with the chart name.) Then click

0K. Word inserts a sample chart in the document and then opens an
Excel worksheet in a new window. The applications appear side by side.

Lesson opener elements include the Objectives, Suggested Completion Time, and Vocabulary Terms.

End of Lesson elements include the Summary, Vocabulary Review, Review Questions, Lesson Projects, and

Critical Thinking Activities.
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Instructor Resources Disk

ISBN-13: 978-0-538-47523-5
ISBN-10: 0-538-47523-4

The Instructor Resources CD or DVD contains the following teaching resources:

The Data and Solution files for this course.
ExamView® tests for each lesson.

Instructor’s Manual that includes lecture notes for each lesson and references to
the end-of-lesson activities and Unit Review projects.

Answer Keys that include solutions to the end-of-lesson and unit review questions.

Critical thinking solution files that provide possible solutions for critical thinking
activities.

Copies of the figures that appear in the student text.

Suggested Syllabus with block, two quarter, and 18-week schedule
Annotated Solutions and Grading Rubrics

PowerPoint presentations for each lesson.

Spanish glossary and Spanish test bank.

Appendices that include models for formatted documents, an e-mail writing guide,
and a letter writing guide.

Proofreader’s Marks

ExamView®

This textbook is accompanied by ExamView, a powerful testing software package
that allows instructors to create and administer printed, computer (LAN-based), and
Internet exams. ExamView includes hundreds of questions that correspond to the
topics covered in this text, enabling students to generate detailed study guides that
include page references for further review. The computer-based and Internet testing
components allow students to take exams at their computers, and save the instructor

time by grading each exam automatically.
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Online Companion

This book uses an Online Companion Web site that contains valuable resources to help enhance your learning.

Student data files to complete text projects and activities
Key terms and definitions for each lesson
PowerPoint presentations for each lesson

Additional Internet boxes with links to important Web sites

Link to CourseCasts

CourseCasts

CourseCasts—Learning on the Go. Always Available... Always Relevant.

Want to keep up with the latest technology trends relevant to you? Visit our site to find a library of podcasts, CourseCasts,
featuring a “CourseCast of the Week,” and download them to your mp3 player at http://coursecasts.course.com.

Our fast-paced world is driven by technology. You know because you’re an active participant—always on the go, always
keeping up with technological trends, and always learning new ways to embrace technology to power your life.

Ken Baldauf, a faculty member of the Florida State University Computer Science Department, is responsible for teaching
technology classes to thousands of FSU students each year. He knows what you want to know; he knows what you want to learn.
He’s also an expert in the latest technology and will sort through and aggregate the most pertinent news and information so you
can spend your time enjoying technology, rather than trying to figure it out.

Visit us at http://coursecasts.course.com to learn on the go!

A
SAM 2010 54m

SAM 2010 Assessment, Projects, and Training version 1.0 offers a real-world approach to applying Microsoft Office 2010 skills.
The Assessment portion of this powerful and easy to use software simulates Office 2010 applications, allowing users to demon-
strate their computer knowledge in a hands-on environment. The Projects portion allows students to work live-in-the-application on
project-based assignments. The Training portion helps students learn in the way that works best for them by reading, watching, or
receiving guided help.

B SAM 2010 captures the key features of the actual Office 2010 software, allowing students to work in high-fidelity, multi-
pathway simulation exercises for a real-world experience.

SAM 2010 includes realistic and explorable simulations of Office 2010, Windows 7 coverage, and a new user interface.
Easy, web-based deployment means SAM is more accessible than ever to both you and your students.

Direct correlation to the skills covered on a chapter-by-chapter basis in your Course Technology textbooks allows you to
create a detailed lesson plan.

B SAM Projects offers live-in-the-application project-based assignments. Student work is automatically graded, providing
instant feedback. A unique cheating detection feature identifies students who may have shared files.

B Because SAM Training is tied to textbook exams and study guides, instructors can spend more time teaching and let SAM
Training help those who need additional time to grasp concepts

Note: This textbook may or may not be available in SAM Projects at this time. Please check with your sales representative for the
most recent information on when this title will be live in SAM Projects.
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MESSAGE FROM THE AUTHORS
About the Pasewark Author Team

Pasewark LTD is a family-owned business with more than 90 years of combined experience authoring award-winning textbooks.
They have written over 100 books about computers, accounting, and office technology. During that time, they developed their
mission statement: To help our students live better lives.

Pasewark LTD authors are members of several professional associations that help authors write better books. The authors have
been recognized with numerous awards for classroom teaching and believe that effective classroom teaching is a major ingredient
for writing effective textbooks.

Connie Morrison, M.A.Consultant, Encore Training, Inc.

Connie Morrison has more than 35 years of combined experience in education and educational publishing. She began her career
teaching business education at the high school and college levels, and then became an education consultant in the publishing
industry. Connie currently works as a consultant for Encore Training, Inc., providing staff training and professional development.

This book represents a true team effort, and it was a pleasure working with everyone. My appreciation goes to all
the members of the team who made this book possible. I owe special thanks to the following individuals: Donna Gridley,
Allison O’Meara, and Cathie DiMassa for their direction and support in the development of this book; Karen Porter,
for her meticulous editing and valuable input; and my family, Gene, Al, Amy, and Chris, for their continued support.
— Connie Morrison

From the Contributing Author

Thank you especially to Donna Gridley for again giving me the opportunity to contribute to this book. Thank you to my
co-conspirators, Robin, Jess, and Rachel for putting up with me. As always, the talented team at Course Technology worked
together to create a fantastic book under impossible deadlines. Thanks to Cathie DiMassa, our production editor, and Allison
O’Meara McDonald and Amanda Lyons, our product managers, for their tireless efforts. And as always, thank you to my family
for picking up the slack while I was chained to my desk. — Katherine T. Pinard
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Estimated Time:

2 hours
LESSON 1
Microsoft Office 2010
and the Internet
® OBJECTIVES ® VOCABULARY
Upon completion of this lesson, you should be able to: bookmark
m  Apply basic Microsoft Word, Excel, Access, PowerPoint, and browser

Outlook features. hits

m  Search for information on the World Wide Web. keywords
®  Evaluate Web sites. search engine
®  Bookmark favorite Web sites. wildcard

®  Manage the history of the Web sites visited.

OFF Adv 3
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Microsoft Office 2010 is a complete set of computer applications that equips you
with the tools you need to produce a variety of documents and files, and to help
streamline your everyday computing activities. This course focuses on the more
complex and advanced capabilities of the Word, Excel, Access, PowerPoint, and
Outlook applications.

This lesson provides a review of basic application features and will help you
refresh your application skills. In this lesson, you will also learn more about how to
access resources on the World Wide Web.

Applying Word Features

As you know, Microsoft Word is a powerful, full-featured word processor with
comprehensive writing tools. You’ve already learned many of the basic features that
enable you to complete common word-processing documents. The Word lessons in
this course will introduce you to features that will enable you to further enhance
the appearance of your documents and save time preparing and editing documents.
Developing a document often involves multiple team members, and Word offers sev-
eral tools to help you share documents and effectively collaborate on projects.

However, before you begin to explore these and other advanced features in
Word, complete the following Step-by-Step, which provides a review of many basic
Word skills.

Step-by-Step 1.1

1. Launch Word and then open the Class Descriptions.docx file from the
drive and folder where your Data Files are stored. Save the document as
Updated Class Descriptions, followed by your initials.

2. Edit the document as shown in Figure 1-1.
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FIGURE 1-1
Edits for document in
Step-by-Step 1.1

(2]

Health and Nutrition C]as;‘"Beasr-i-p&i-ea@rQ

For many months we have anticipated the opening of the new Family Fitness Facility in Columbus, and
we are now counting down the days for our grand opening on October 1.

As we approach our grand opening day, | am finalizing the class schedule. You will recall that when we
met last week we discussed several health and nutrition classes. Before | finalize the class schedule, |
would likefef you to reveiw the updated class descriptions shown below and respond to the questions
on the following page.

Weight Management will help individuals identify their recommended weight. The focus will be on
sound advise for exercise and diet programs that will help individuals acheive ideal body weight.

Cooking for Good Health will provide information on selecting and preparing food. Participants will learn
about the nutritional benefits of a variety of foods from organic products to frozen dinners. The focus
will be on making good choices, cooking foods properly, and creating wholesome menus.

Reading Food Labels will be a short class defining the information included in food labels and explaining
its relevance to diet.

Value of Vitamins will explore the advantages and disadvantages of supplementing diets with vitamins.
The benefits of a variety of vitamins will be described.

Strengthening Your Immune System will explore how regular exercise, a healthy diet, and reduc?
emotional stress help strengthen the immune system. I?’l@

Please email me your responses to these questions by the end of the day tomorrow. )

Regarding the proposed health and nutrition lasses:

® Does each class description adequately describe the objectives of the class?
Are these classes necessary, and will they complement our instruction on physical training?
Do you think our family members will be interested in these classes?

Should we offer more than one class on cooking and /l the instruction fef specific age
roups?
group target to

Do you have suggestions for any other health and nutrition classes that you think we should
offer?

3. Center and bold the title, and then change the font to Arial 18 point.
Change the title text to all uppercase.

4. Select the paragraphs that describe the five classes and format all the
paragraphs with a left indent of 0.5" and a right indent of 5.5" (0.5"
from the right margin).

5. Select the list of bulleted questions at the end of the document and
apply the number format (1., 2., 3.) to create an enumerated list.

6. Position the insertion point anywhere in the first numbered paragraph
and add space after the paragraph. Then use the Format Painter feature
to copy the new paragraph format to the other paragraphs in the num-
bered list.

7. Search for the word email and replace it with e-mail.
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8. Change the document margins to Office 2003 Default setting (1" top
and bottom and 1.25" left and right).

9. Position the insertion point in front of the paragraph that begins
Regarding the proposed... and insert a page break.

10. Create a header for only the second page of the document. Use the
Blank (Three Columns) format for the header, and then type the title
Health and Nutrition Classes in the center of the header.

11. Check the document for spelling and grammar and make any necessary
corrections. The spelling checker doesn’t catch mistypes if they are the
same as correctly spelled words.

12. Save the changes. Close the document, and then exit Word.

Applying Excel Features

Excel is the spreadsheet application in the Office suite. As you’ve discovered, spread-
sheets are used for entering, calculating, and analyzing data. You should now be
familiar with the basic features for creating, editing, and formatting worksheet infor-
mation. Excel’s advanced features enable you to perform complex calculations and
in-depth analysis that you’d normally leave up to an economist or mathematician!
With Excel’s data analysis tools, you can generate reports, charts, and tables that are
every bit as professional looking and accurate as those created by the experts. In this
course, you’ll also learn how to share workbooks with colleagues.

Before you venture into the advanced features of Excel, complete the following
Step-by-Step, which provides a review of the Excel basic skills.

Step-by-Step 1.2

1. Launch Excel and then open the Sales Report.xlsx file from the drive
and folder where your Data Files are stored. Save the workbook as
Revised Sales Report, followed by your initials.

Go to cell M5 and type the column heading TOTAL.

Go to cell M6 and enter a formula to calculate the sum of the numbers
in cells B6:L6. Fill the formula down through cell M12.

Go to cell A14 and type the row heading TOTAL.

5. Gotocell B14 and enter a formula to calculate the sum of the numbers
in cells B6:B13. Fill the formula across through cell M14.
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6.

10.

11.

12.

13.
14.

Insert a new column to the left of the TOTAL column. In the new col-
umn, type the heading Dec, and then enter the following data in the
new column:

61258
50211
61858
50212
61855
50215
61852
Copy the formula in cell L14 and paste it in cell M14.

Merge and center the title Division Sales Report over cells A1:N1. Format
the title text bold and italic, and change the font size to 14 point.

Delete rows 2 and 3.

Format the column and row headings bold, and then center the column
headings.

Apply a currency format to all the numeric data, with no decimal points.
If necessary, automatically adjust the column widths.

Create a 3-D pie chart on a new sheet, using only the data in the cell
ranges A4:A10 and N4:N10. Add the title Total Sales by Division to the
chart and apply a chart style of your choice.

Format the worksheet to fit on one page in landscape orientation.

Save the changes. Close the file, and then exit Excel.

Applying Access Features

Access is the database application in the Office suite that is used for storing and
organizing information. Databases are made up of objects, including tables, queries,
forms, and reports. You now should be familiar with the basic techniques for creating
these objects. In the advanced lessons, you will learn about features that give you
even more control over how database records are viewed, edited, and professionally
analyzed. You’ll learn how to streamline data entry and editing and to present the
data in an attractive, reader-friendly manner.

Before you begin exploring advanced features in Access, walk through the fol-

lowing Step-by-Step to review the application’s basic features.

OFF Adv 7
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Step-by-Step 1.3

1. Launch Access and open the JC’s Data.accdb file from the drive and
folder where your Data Files are stored. Save the database as JC's
Updated Data, followed by your initials.

2. Open the EMPLOYEE table in Design View. Between the Employee ID
and Last Name fields, insert a new field titled Department. Define the
field data type as Text.

3. Save the changes to the table and then switch to Datasheet View.

Sort the table alphabetically by last name and then update the records
to include the department name in which each employee works:

Dominquez: Marketing
Gonzalez: Administrative
Keplinger: Sales

Mann: Accounting
Pullis: Accounting
Thomsen: Sales

Ti: Marketing
Wong: Sales

5. Sort the table by Employee ID, and then add a new record to the table
and enter the following information:

Employee ID: 9

Department: Sales

Last Name: Barkin

First Name: Dave

Salary: $145,000
Home Phone: 608-555-5121
Date Hired: 3/24/13

6. Adjust the column widths to show all the data, and then show the table
in Print Preview.

7. Change the page layout to Landscape and close Print Preview. Save the
changes and close the table.

8. Open the PRODUCTS table and filter the data to show only those prod-
ucts with a price greater than $10. The filter should produce eleven
records. Remove the filter and close the table. When prompted, save the
changes.
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9.

Use the Form Wizard to create a form based on the EMPLOYEE table.
a. Include all the fields in the form.

b. Select the Columnar layout.

c. Name the form EMPLOYEE FORM.

10. Use the Report Wizard to create a report based on the EMPLOYEE table.

11.

a. Include all the fields except Salary and Date Hired.
b. Group the records by Department.
c. Sort the records in ascending order by Last Name.

d. Apply the Stepped layout and Portrait orientation.

e. Name the report EMPLOYEE TELEPHONE REPORT.

Close the report and the form, and then exit Access.

Applying PowerPoint Features

PowerPoint is a presentation graphics program that enables you to create presenta-
tion materials for a variety of audiences, including slide shows using a projector and
online presentations that everyone on a network can view. In the PowerPoint unit,
you will explore some of its more advanced features. To make your presentations
more interesting and effective, PowerPoint provides tools to add multimedia effects
to your slides. The many customizing features PowerPoint offers enable you to cre-
ate your own color schemes, backgrounds, and design templates. When preparing for
your final presentation, PowerPoint has many options for distributing your slide show,
including sharing via e-mail or presenting it remotely over a Web page or network.

Before you explore these advanced PowerPoint features, complete the following

Step-by-Step to review your PowerPoint skills.

Step-by-Step 1.4

1.

Launch PowerPoint, and then open the Historic Preservation.pptx file
from the drive and folder where your Data Files are stored. Save the
presentation as Historic Housing, followed by your initials.

On the title slide, replace Your Name with your own first and last names.

Add a new slide after the title slide, using the Two Content layout for the
new slide.

In the title placeholder, type Stabilization. In the text placeholder on
the left, type the following two lines of text. The text should automati-
cally be formatted with bullets.

Reestablish structural stability.
Maintain essential form.

Move slide #5 (with the title Resources) so it is the last slide in the
presentation.

OFF Adv 9
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6. Add graphics to slides 2-9. If possible, search Office.com for the graphics.
Hint: Try search terms such as house, fix, historic, tools, and blueprints.

7. Apply a built-in design, and, if desired, change the color theme
and/or fonts.

8. Apply a transition to all slides in the presentation. Adjust the timing of
the transitions as needed.

9. Apply custom animations to the text and graphics on slides 2-10 to
control when and how the objects appear.

10. Run the slide show and observe your transitions and animations, and
make any necessary changes.

11. Save your changes. Close the presentation, and then exit PowerPoint.

Applying Outlook Features

Outlook is a desktop information management application. As you already know,
using Outlook helps you keep track of e-mail messages, appointments, meetings,
contact information, and tasks you need to complete. In this course, you will explore
some of Outlook’s more advanced features. You will learn about features that make it
even easier to manage contact information, manage e-mails, and communicate with
others. You will also learn about many features and tools that make it easier for you
to schedule events and track progress on tasks.

Before you explore Outlook’s advanced features, complete the following Step-
by-Step to review the basic skills and features for Outlook.

Step-by-Step 1.5

1. Launch Outlook. Open a new journal entry and enter the information
below. Then start the timer and leave the journal entry open.

Subject: Step-by-Step 1.5
Entry type: Task

2. Open the Contacts folder. Create a new contact group and name the
group Fitness Trainers.

3. Add the following contacts to the new group and save the group.
Name: Sharon McKee
E-mail:  smckee@familyfit.xyz
Name: Ronald DeVilliers
E-mail:  rdevillers@familyfit.xyz
Name: Alisa Mandez

E-mail: amandez@familyfit.xyz
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4. Create a new e-mail message. Send the message to the Fitness Trainers
group, and type Health and Nutrition Classes in the Subject box. Then
type the following in the message area:

Please review the attached document and give me your feedback by the
end of the day tomorrow.

5. Attach your solution file Updated Class Descriptions.docx to the e-mail
message, and save the e-mail message as a draft. Do not attempt to
send the e-mail.

6. Create the following two notes:

Upload the health and nutrition class descriptions to the Web site.
Confirm yoga class schedule with Bonnie.

7. Open the Calendar and show the calendar for a week from the current
date. Create an appointment with your dentist for 10 a.m. and set a
reminder. The appointment should last 45 minutes.

8. Open the Tasks folder and create the following new task. Give the task
high priority and specify that it be completed within a week.

Gather information for dental bills to submit for insurance.

9. Delete the dentist appointment.

10. Delete the contact group and contacts you created, and then delete the
e-mail draft.

11. Delete the insurance task.

12. Delete the two notes.

13. Return to the journal entry and pause the timer. Make note of how much
time you spent on this activity, and then delete the journal entry.

14. Exit Outlook.

Accessing Internet Resources

Microsoft Office 2010 is designed to give you quick and easy access to the World

Wide Web, regardless of which Office application you are currently using. A browser D VOCABULARY
is a program that connects you to remote computers and gives you the capability browser

to access, view, and download data from the Web. Microsoft’s browser program is

Microsoft Internet Explorer.

Searching for Information and Evaluating Web Sites

Each day, millions of people use the World Wide Web to find information. To get the
information they’re looking for, they must navigate through an enormous amount
of data. As a result, even with high-speed connections and powerful search engines,
searching for specific information can be very time consuming.
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D VOCABULARY

search engine
keywords
hits

wildcard

A search engine, such as Microsoft’s Bing, is a tool designed to find information
on the Web. When you enter keywords, words that describe the information you are
seeking, the search engine generates a list of Web sites that potentially match the
search criteria. These search results (the best matching Web sites) are often referred
to as hits. Searches often produce a long list of hits; if you wish to narrow the search
results, you need to be more specific in the keywords that you provide. Table 1-1
describes several options for refining a search so you can find information quickly
and effectively.

TABLE 1-1 Options for refining searches

SEARCH

OPTIONS

Capitalization

Plurals

Phrases

Operators

Related pages

Truncation

Domains

DESCRIPTION

If you want the results to include occurrences of both upper and lowercase letters, enter the
keywords using all lowercase letters. However, if you want to narrow your results to words
that begin with capital letters (such as Central Intelligence Agency) or all capital letters
(such as CIA), enter the keywords with the same capitalization.

Most search engines consider singular keywords as both singular and plural. For example,
results for the keyword agent will include hits with the word agents. If you want the results
to include only hits with a plural word, be sure the keyword is plural.

Search for a group of words by including quotation marks before and after the sequence of
words. With the quotation marks, only hits with all of the words in the exact same sequence
will appear in the results. Without the quotation marks, the results will include hits that
contain all or most of the words anywhere within a Web site.

Narrow or broaden the search using operators including +, &, and, -, not, and or. For
example, if you are searching for information about international exchange students, use
the following keywords in the search engine to exclude hits for currency exchange rates:
+international +exchange +students -currency

or

international and exchange and students not currency

Many search engines provide options to include hits for Web pages with similar information.
Look for links such as Similar pages, Also try, or Related searches.

Some search engines support the use of a symbol, sometimes referred to as a wildcard,
that allows for variations in the spelling of words. When an asterisk (*) symbol is used in a
word, the search results include hits with alternate spellings for the word at the point that
the asterisk appears. For example, extra* generates hits for Web pages with extra, extras,
extract, and extraordinary.

You can limit search results to a specific domain, such as an educational institution or a
government Web site. For example, to find information about environmental research at an
educational institution, in the search engine, enter the following keywords:

+domain:edu +environmental +research

or

domain:edu and environmental and research
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When the search results appear, read the information carefully before clicking
any of the links. You can determine the validity of some of the hits by looking at
the URLs. For example, if you’re looking for information about deadlines for filing
forms for personal income taxes, you want to click a link that includes IRS in the
URL. Also, domain name extensions help to identify the type of entity. Table 1-2
shows common domain extensions and the type of entity related to them.

TABLE 1-2 Common domain extensions

DOMAIN
EXTENSIONS

.com
.edu
.gov
.org
.mil
.net

-US

DESCRIPTIONS

Commercial business
Educational institution
Governmental institution
Nonprofit organization
Military site

Network site

Abbreviation that indicates a country; for example:
.us (United States), .ja (Japan), .uk (United
Kingdom), .ca (Canada), and .hk (Hong Kong)

@ EXTRA FOR EXPERTS

Most search engines include links
that provide information about
advanced search features. Be sure
to access these links to learn how to
make your searches more effective.
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Just about anyone can publish information on the Web—often for free, and usu-
- TiP ally unmonitored. So how do you know if you can trust the information that you find?
When you depend on the Web for sources of information, it is your responsibility to
determine the integrity and validity of the information and its source. Table 1-3 pro-
vides questions that will guide you through an evaluation process.

Clicking a link on a Web site can
distract you and take you off task.
Before you click a link, try to
determine if the link will take you
where you want to go. If you click
a link and see that the target is not
what you expected, click the Back
button to return to the previous
Web page and stay on task.

TABLE 1-3 A guide for evaluating information on the Web

QUESTIONS TO ASK WHAT TO CONSIDER

Is the information relevant to my The information should help you to accomplish your goals and
query? objectives. Make sure you analyze the information and determine if
it meets your needs.

Is the information current? Check for a date on the Web page that indicates when the informa-
tion was last updated.

Is the Web site published by a com- The URL often includes a company name. If you are familiar with the
pany or an entity, or is it a personal company or entity, consider whether you trust information from this
Web site? source. If you are not familiar with the company, or the individual,

look for links such as About Us, Background, or Biography.

What is the purpose of the Web site? Use the domain name to identify the type of Web site. For example:
a domain name ending with .com is a business, and the intent of
the Web site is to sell or promote a product or service.

Who is the author? Look for information that explains who the author is and how the
author is connected to the subject. Verify that the author is qualified
to address the subject. Individuals sometimes falsify their credentials,
so research the author’s background and confirm that the author is
credible. For example, if information at the Web site indicates that
the author is a professor at a university, go to the university Web site
and check the faculty roster.

Is the author biased in his/her When looking for facts, be sure the author provides objective viewpoints
opinion? and cites information with credible sources.

Is the Web site presented Information should be well organized and presented accurately, free
professionally? from spelling and grammar errors.

Are the links legitimate and credible? Confirm that links are up to date. Links to a credible Web site, such

as a business or an organization, do not mean that the business or
organization approves of or supports the content on the linked
Web page.
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Step-by-Step 1.6

10.
11.

If necessary, log onto the Internet and open your browser.

In the address bar, type www.bing.com and then press Enter to open the
Bing search engine.

In the Bing search box, type lake tahoe ski and then click the Search
button, or press Enter.

Note that the number of hits is indicated at the top of the search results.
Scroll down and review the first set of results. Each link provides a brief
preview of the Web page content, and the keywords are highlighted in
the preview. Occurrences of the word skiing may also appear highlighted
in the previews.

Edit the text in the search box to read +lake +tahoe +ski -water. Click
the Search button, or press Enter. Scroll down through the first set of
results. Note that the number of hits is greatly reduced, and the word
water is not found in any of the previews.

Edit the text in the search box to read “lake tahoe water ski” and then click
the Search button, or press Enter. Note that the number of hits is consid-
erably less because adding more keywords often narrows the search.
Delete the text in the search box and then type domain:org and tahoe
and ski. Click the Search button, or press Enter. Scroll down through
the first set of results. Notice every URL has a .org extension.

Type www.nasa.gov in the address bar and then press Enter. The NASA
home page opens.

Navigate the Web site and find the following information:

a. the date when the site was last updated

b. NASA locations

c. blogs

d. the names of the authors of the site’s articles and blogs

e. any available information about the authors’ backgrounds

f. information for contacting NASA

Return to the home page for the NASA Web site.

Leave the NASA Web site open for the next Step-by-Step.

Revisiting Web Sites

As you rely more and more on the Web as a primary source of information on any topic,
you’ll find that there are sites you visit frequently or that you know you’ll want to access
again. You can create a bookmark for quick and easy access to a Web page. A bookmark
is a link that navigates you to the Web page, and it is saved in a Favorites folder. You can
create additional folders inside the Favorites folder to keep the list of sites organized.

D VOCABULARY
bookmark
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Your browser keeps track of the sites you have visited, so you can also quickly
revisit a site by selecting the Web site from the History list. The History list can be
organized by date, site, most visited, and the order the sites were visited on the cur-
rent day. You can easily delete the History list, as well as temporary Internet files,
cookies, form data, and passwords.

Step-by-Step 1.7

The following steps describe bookmarking Web pages using Internet Explorer
features. If you are not using Internet Explorer as your browser, you can still
explore the features for creating the bookmarks, but these steps will not
exactly describe your browser features.

1. If necessary, log onto the Internet, open your Internet Explorer browser,
and open www.nasa.gov. Or navigate to the NASA home page, if necessary.

2. Click the Favorites button on the Command bar in the upper-left corner
of the screen, as shown in Figure 1-2.

FIGURE 1-2 Favorites button B mm@m
'@r

Favorites button on 9@ ttvmnn +[ %] x| & -
the Internet Explorer browser

¢ Favorites | 5lg

& NASA- Home M ov B v 0 mm v Pagew Safetyw Toolsw dgv

3. |If necessary, click the Favorites tab to show a list of your favorite sites.
Your favorites list will be different than the one shown in Figure 1-3.

FIGURE 1-3 e Hmmw
Folders on the Favorites tab < olCEm [#]x|® =
. [_ it Favornes | 3
H|St0ry tab Sl fild s Pevoribesiin = E Biow B ¢ Y mm o Pagew Saletyw Tooksw d@hw
Favorites list —tiﬂml MIETOHE i
4. Click the Add to Favorites button to open the Add a Favorite dialog box
shown in Figure 1-4.
FIGURE 1-4
Add a Favorite dialog box
Add a Favorite
Add this webpage as a favorite. To access your favorites, visit the
Favortes Center.
: [T,j Favorites v| [ New Folder |
|
- 5. In the Name text box, NASA - Home appears. Leave the name as is and
- click New Folder on the dialog box. The Create a Folder dialog box simi-
You can also quickly add Web sites lar to the one shown in Figure 1-5 opens. In the Folder Name text box,

to the Favorites folder using the

shortcut keys Cirl4D. type Research and then click Create. The Add a Favorite dialog box is

still open. Click Add.
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Create a Folder ﬁ FIGURE 1—5
Create a Folder dialog box

Folder Name: | Research

Create in: 5'r Favorites - |

6. Click the Favorites button to show your list of favorites. Click the new
folder Research and you will see the NASA - Home site. You can move
favorites into folders by dragging the site name to the desired folder.

7. Click the History tab on the Favorites pane. Click the View By... but-
ton at the top of the History list, and then click View By Order Visited
Today. Notice that the NASA Web page is included in the list of docu-
ments and Web sites accessed today. Click the View By... button at the
top of the History list again, then click View By Most Visited. The list is
rearranged.

8. Right-click one of the Web sites in this list, click Delete in the shortcut
menu, and then click Yes to confirm the deletion.

9. Click the Favorites button, and on the History tab, click any one of the
site names on the History list. The Web page opens.

10. Click the list arrow at the right side of the address bar in the browser,
as shown in Figure 1-6. A history of accessed Web sites is displayed, as
well as a list of favorite sites. Click anywhere outside the History list to
close it.

FIGURE 1-6
History and Favorites lists on the
address bar

l%? BN Y tt5/ v nass.g0v/ about/index hirml N
http://www,nasa.gov/ Shift + Enter

5. Favorites T
http:/ S www.skydrivelive.com/

Click to display
history of accessed
Web sites and

& NASA-A http:/fwww.live.com/

http:/www.usa.gov/

History : ’
MASA - Home http://woww.nasa.gov/ favorite sites
skydrivelive.com http:/ fweww.skoydrivelive.com/

Home - Windows Live http:// Jive.com/
USA.gov: The U.5. Government's Official We...  http://www.usa.gov/

Favorites v
USA.gov http://go.microsoft.com/fwlink/ILinkld=129791
MNASA - Home http:/ /www.nasa.gov/

Microsoft Store http://go.microsoft.com/fwlink/?linkid=140813
MSN Autos http://go.microsoft.com/fwlink/?Linkld=55143
MSN Entertainment http://go.microsoft.com/fwlink/ILinkld=68024

11. Click the Safety button on the browser toolbar, as shown in Figure 1-7.

Safety button FIGURE 1-7
Safety button on browser toolbar

{fﬁ B - = réJ » Page~ Safety~ Tools~ @lv i
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12. Click Delete Browsing History to open the dialog box in Figure 1-8. If
necessary, change the settings so they match those shown in the figure,
and then click Delete.

FIGURE 1-8
Delete Browsing History
dialog box

Preserve Favorites website data

Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

Temporary Internet files
Copies of webpages, images, and media that are saved for faster
wiewing.

Cookies
Files stored on your computer by websites to save preferences
such as login information.

History
List of websites you have visited.

[ Form data
Saved information that you have typed into forms,

[ passwords
Saved passwords that are automatically filled in when you sign in
to a website you've previously visited.
[~| InPrivate Filtering data
Saved data used by InPrivate Filtering to detect where websites may
be automatically sharing details about your visit.

About deleting browsing history ’ Delete ] [ Cancel ]

13. Click the Favorites button. Click the Favorites tab, and in the Favorites
list, right-click the Research folder, and then click Delete in the short-
cut menu. Click Yes to confirm the deletion.

14. Close Internet Explorer.

SUMMARY

In this lesson, you learned:

B Microsoft Word is a powerful, full-featured word processor. Its Access is the database application in the Office suite.
advanced features enable users to further enhance the appear- Databases are used for storing and organizing information. The
ance of documents and save time preparing and editing docu- advanced features in Access give you more control over how
ments. Developing a document often involves multiple team database records are viewed, edited, and professionally ana-
members, and Word offers several tools to help you share doc- lyzed. Effectively designed forms and reports help to stream-
uments and effectively collaborate on projects. line data entry and editing.

B Excel is the spreadsheet application in the Microsoft Office Microsoft PowerPoint is a presentation graphics program
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suite. Spreadsheets are used primarily for calculating and
analyzing data, and Excel’s advanced features enable you to
perform complex calculations and in-depth analysis. Excel
includes many features that enable you to generate accurate
and professional-looking reports, charts, and tables.

that enables you to create materials for presentations of many
kinds. Its advanced features include several tools for customiz-
ing slide designs and using multimedia effects to enhance your
content. Remote publishing features in PowerPoint enable you
to share presentations over the Internet or a network.
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B Microsoft Outlook is a desktop information management pro- B When you depend on the Web for sources of information, it is
gram that provides several tools for scheduling appointments your responsibility to determine the integrity and validity of
and meetings, managing and delegating tasks, and communi- the information and its source.
cating with others. Advanced features help you customize the B You can bookmark Web sites that you visit frequently and save

tools to fit your needs. the links to the Favorites folder. You can create additional fold-

B An enormous amount of information is available on the World ers to organize your Favorites list.
Wide Web. Effective search strategies not only save you time, n

You can also quickly revisit a site by selecting the Web site
but they also lead you to more relevant sources.

from the History list, which can be organized by date, site, most
visited, and the order the sites were visited on the current day.

Bl VOCABULARY REVIEW

Define the following terms:

bookmark hits search engine
browser keywords wildcard

Bl REVIEW QUESTIONS
MATCHING

Match the most appropriate application in Column 2 to the application described in Column 1.

Column 1 Column 2

1. A graphics application with multimedia capabilities A. Microsoft Outlook
that can be used to create materials to present and

. . . B. Microsoft PowerPoint
share information with others

_ 2. Anapplication designed for entering, calculating, and C. Internet Explorer
analyzing data D. Microsoft Word
__ 3. Anapplication used for storing and organizing E. Microsoft Excel
information F. Microsoft Access
4. A desktop information management application
5. An application that provides comprehensive writing
tools for sharing information with others
MULTIPLE CHOICE
Select the best response for the following statements.
1. A is a program that gives you the capability to access, view, and download data from the Web.
A. search engine C. browser
B. Web page D. tracking device
2. are used to broaden or narrow an online search.
A. Keywords C. Operators
B. Phrases D. all of the above
3. Non-profit organizations commonly use the extension in the domain name.
A. .net C. country abbreviation
B. .org D. .com

Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



OFF Adv 20 ADVANCED Microsoft Office Unit

4. are the results generated by a search engine.
A. Hits C. Wildcards
B. Domains D. Quick links
5. You can organize your Internet Explorer History list based on
A. the date sites were accessed C. the order in which sites were visited today
B. the names of the sites D. all of the above

WRITTEN QUESTIONS

1. Explain how the search results are affected when you include quotation marks before and after a group of words when entering keywords
in a search engine.

2. Explain how the domain name can help you identify the purpose of a Web site.

3. Give an example of when you would include operators with the keywords in a search engine.

4. How can you validate that a Web site author has credibility?

5. Name some examples of related pages options provided by some search engines.
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Bl PROJECTS

If you have a SAM 2010 user profile, your instructor may have assigned an autogradable version of the indicated project. If so, log into the SAM
2010 Web site at www.cengage.com/sam2010 to download the instruction and start files.

PROJECT 1-1

1. Launch Word, then open the Spectrum Follow-up.docx data file 5. Indent the bulleted list .5 inches from the left margin.
from the drive and .folder where your Data Files are stored. Save 6. Adjust the paragraph spacing as needed to fit the entire docu-
the document as Final Spectrum Follow-up, followed by your
initials, ment on one page.

L N 7. Proofread and check for spelling and grammar errors, and
2. Make the edits indicated in Figure 1-9. q
make any necessary corrections.

S (ST QT A DI SR (O L2, 8. Save the changes and leave the document open for the next project.

4. Justify the alignment of the paragraphs in the body of the letter.

BLACKFOOT CONFERENCE RESORT Arial
Route 2
Butler, OH 44822-0712 14 Pt bOld

800-555-5436

Current date

Mr. Gary Ferreira

Spectrum Media Corporation
1454 West 30™" Street
Minneapolis, MN 55402-1884

DearM«.—&e?jg

Thank you for visiting us and considering scheduling your national conference at Blackfoot Conference
Resort. As you witnessed, we offer every thing from meeting rooms to dining and recreation, and we are
in the business to help you plan and execute a productive conference.

We have years of experience hosting traning conferences, and a personal coordinator will be available to
assist you in planning every detail of the meeting. Your teammates will enjoy the modern, air-
conditioned suites, complete with cable TV and wireless Internet connections. Each suite has a private
balcony with a scenic view. But they most likely won’t spend a lot of time in the guest rooms because
they have all of these eptions?. L

N___amenities

an indoor and an outdoor pool

whirlpool spa

a full-facility exercise room

tennis courts

a basketball court

a recreational lake for boating and fishing

two area downhill and cross-country ski resorts

horsback riding

18-hole golf course

three miles of walking trails to ensure

o s0oaaaaoaa

We are responsive to your needs. We pay attention to details and provide quality service;%our
meeting is a memorable success. Choose our facility, and we will treat your conference like it is the most
important event we have ever hosted!

Best,

Victoria A. Nolan
Sales Manager

FIGURE 1-9 Edits for the Word document in Project 1-1
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PROJECT 1-2

. Launch PowerPoint and open a new presentation. Save the pre-
sentation as Blackfoot Resort, followed by your initials.

. Create a slide show highlighting the guest amenities described
in the Blackfoot Conference Resort letter in Project 1-1. This
presentation will be distributed on the Internet to promote the
resort.

. Add pictures and graphics to help viewers visualize the
amenities.

. Add a creative title slide at the beginning of the presentation,
and add a slide for closure at the end of the presentation.

. Apply an appropriate design or background colors to the slides.

. Add transitions to the slides, animations to the text, and objects
on the slides to produce special effects and keep the viewer’s
attention.

. Save the changes and exit PowerPoint.

PROJECT 1-4

1. Launch Excel and open the January Sales.xlsx file from the

drive and folder where your Data Files are stored. Save the
workbook as First Qtr Sales, followed by your initials.

. Incell C1, type the column heading February. In cell D1, type
the column heading March. In cell El, type the column head-
ing Total. In cell A7, type the row heading Total.

. Enter the following data in the new columns.
February March

Byron Store 23112 42109
Fenton Store 38432 41002
Holly Store 31902 48111
Howell Store 27656 39202
Linden Store 29211 43007

. Proofread the data entries to make sure you entered the num-
bers correctly.

ADVANCED Microsoft Office Unit

PROJECT 1-3

10.

11.

ip |Ewﬂ;a\il,\|ln :Vsi ?IfIOI' [ ?)Enf Eue 50 ?ne_cr! 1

If necessary, log onto the Internet and open your browser.
In the address bar, type www.bing.com and press Enter.

Enter the keywords Conference Resorts Ohio to search for
Ohio-based conference resort sites that offer options for guests
that are similar to the options described in the Blackfoot
Conference Resort document you edited in Project 1-1.

When you find at least two Web sites promoting a conference
center similar to the Blackfoot Conference Resort, save the
sites to your Favorites list in a Conference Resort folder. Hint:
Several hits may be sites that showcase multiple resorts, and
you will need to navigate to the individual resort pages to get
the required information.

Evaluate the Web sites and answer the following questions

about each Web site.

a. Were you able to find relevant information to compare
resorts?

b. Is the information at the site current?

When was the site last updated?

d. Is the site organized well, and is the information presented
accurately and professionally?

e. Does the site provide background information about the
resort?

f. Can you easily access information to contact the resort?

g. Would you recommend this resort? Explain the reasons for
your answer.

@

. Close the browser.

. Apply the Accounting number format to all the cells with num-

bers and remove the decimal places.

. Enter a formula to calculate the sum of the cell range B2:D2 in

cell E2, then fill the formula down through cell E6.

. Enter a formula to calculate the sum of the cell range B2:B6 in

cell B7, then fill the formula across through cell E7.

. Create a 3-D column chart on the same sheet showing total

sales by store. Apply a design of your choice.

. Add a centered overlay title and type First Qtr. Sales. Turn off

the legend options.

Reposition the chart on the sheet so you can see the sales data
in the worksheet.

Save the changes and close the document.
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LESSON 1 Microsoft Office 2010 and the Internet

PROJECT 1-5

1. Launch Access and open the Clients.accdb file from the drive
and folder where your Data Files are stored. Save the database
as Updated Clients, followed by your initials.

2. Open the CLIENTS table in Datasheet View.
3. Delete the record for Daniel Warner.

4. Update the address for Helen Sanderson. Her street address is
now 709 Vienna Woods Drive, Cincinnati, OH 45211.

5. In Design View, add a new field named Mobile Phone. Save
the changes to the table and then switch back to Datasheet
View.

6. Delete the home phone number for Paula Trobaugh and add
her mobile phone number, 513-555-4465.

Bl CRITICAL THINKING

7. Add two new clients:
Penelope Rausch
5074 Signal Hill
Cincinnati, OH 45244
Home Phone 513-555-0133
Mobile Phone 513-555-0899

Roger Williamson

722 Red Bud Avenue
Cincinnati, OH 45229
Mobile Phone 513-555-1055

8. Save and close the database, then exit Access.

ACTIVITY 1-1

Excel and Access have some similarities because both applications
are used to organize data. If possible, look at two computer screens,
side by side. On one computer, open an Excel worksheet. On the
other computer, open an Access database table in Datasheet View.
Compare the two screens, and create a list of similarities and dif-
ferences between the worksheet and the database table. You should
point out at least four similarities and four differences.

ACTIVITY 1-2

Open your browser and go to www.bing.com. Search for the key-
words Top Ten Search Engines. Find the most current information
available, and confirm that the sources are credible. Then, from the
two sources, choose two search engines that you have never used
and explore the features in each. Write a brief description of the
features you like and why you would use them.
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LESSON 1

Microsoft Word Basics

® OBJECTIVES

Upon completion of this lesson, you should he able to:

Start Word and understand the ways to view your document.
Enter text in a document and navigate a document.

Use Backspace and Delete to correct errors.

Save a document.

Open an existing document.

Use Full Screen Reading view.

Change the page orientation of a document. Preview and print a
document.

Exit Word.

Estimated Time:
1 hour

m VOCABULARY

Draft view

Full Screen Reading view
insertion point
landscape orientation
Outline view

portrait orientation
Print Layout view
Quick Access Toolbar
Ribbon

status bar

toolbar

view buttons

Web Layout view
word processing
word wrap

Zoom

WD 3
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Introduction to Word Processing

D VOCABULARY Word processing is the use of computer software to enter and edit text. When using
word-processing software such as Word, you can easily create and edit documents
such as letters and reports. You can even create more complex documents such as
newsletters with pictures and other graphics. These documents can be used in your
school, career, personal, and business activities.

The lessons in this unit contain step-by-step exercises for you to complete using
a computer and Word. You’ll learn how to start Word, enter and edit text, save and
open a document, and switch among the various ways to view a document. You’ll
also learn how to change the orientation of a page, preview and print a document,
and exit Word.

word processing

Starting Word

To start Word, click the Start button on the taskbar. Click All Programs on the Start
menu, and then click Microsoft Office on the submenu. Click Microsoft Word 2010.
A screen displaying copyright information appears briefly, followed by a window con-
taining a blank page in which you can create and edit documents. See Figure 1-1.

Tabs

Quick @'ﬂ" TTZVAR
m Home Inzert Page Layout Reterences Mallings Rewlew View
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Access Toolbar Sirai
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=" __"g = iliv TMéarmal | ThoSpad.. Headingl Heading2 | Change

Filetab / ™* 4 ® 7 u-sxx o e | N
g0\ Ribbon

Clippoard & Font

Insertion point

View buttons

Status bar Zoom slider
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FIGURE 1-1 Opening screen in Word

Step-by-Step 1.1

1. Click the Start button @ on the taskbar.
2. Click All Programs. The Start menu changes to show all the programs

installed on the computer.
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LESSON 1 Microsoft Word Basics

3. On the Start menu, click the Microsoft Office folder. The list of programs
in the folder appears. Click Microsoft Word 2010 on the submenu. Word
starts and a blank document appears in the program window, as shown
in Figure 1-1.

4. |Leave the blank Word document open for the next Step-by-Step.

Identifying Parts of the Word Program
Window

Look carefully at the parts of the Word program window labeled in Figure 1-1, and
find them on your screen. Many of these elements appear in other Office applica-
tions. Table 1-1 describes some of the commonly used elements of the program
window.

TABLE 1-1 Understanding the Word program window

ELEMENT FUNCTION

Ribbon Contains commands for working with the document,
organized by tabs.

Quick Access Contains buttons (icons) for common commands.

Toolbar

Insertion Shows where text will appear when you begin

point typing.

Status bar Displays information about the current document
and process.

View buttons Allows you to change views quickly.

Zoom slider Allows you to increase or decrease the size of the

document on-screen.

When the pointer is in the document window, it looks like an uppercase letter / and
is called the I-beam pointer. When you move the pointer out of the document window
toward the Ribbon or the status bar, it turns into an arrow to allow you to point to and
click the buttons. The pointer changes into other shapes for performing certain tasks.
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Understanding Document Views

As you work with a document, you might want to change the way it looks on the
screen. Word provides five ways to view a document on the screen: Print Layout, Full
Screen Reading, Web Layout, Outline, and Draft. Table 1-2 describes each view.

TABLE 1-2 Document views

VIEW DESCRIPTION

Print Layout Shows how a document will look when it is printed
Full Screen Shows text on the screen in a format that is easy to
Reading read and hides the Ribbon

Web Layout Simulates the way a document will look when it is

viewed as a Web page; text and graphics appear the
way they would in a Web browser

Outline Displays headings and text in outline form so
you can see the structure of your document and
reorganize easily

Draft Displays only the text of a document without showing
the arrangement of the text; if your document
includes any pictures, they would not appear

To switch between views, on the Ribbon, click the View tab, and then in the

Document Views group, click the button that corresponds to the view you want. You

D VOCABULARY can also click one of the view buttons at the bottom-right of the document window,
view buttons to the left of the Zoom slider. Switching views changes only the way the document
. . . looks on the screen. It does not change the way it looks when you print it. You will
insertion point . . . .
work in Print Layout view most of the time.

word wrap

Inserting Text and Understanding Word Wrap

To enter text in a new document, you begin typing. The text appears in the document
window at the insertion point. As you type, the insertion point moves to the right
and the word count indicator in the status bar changes to show the number of words
in the document. If the text you are typing extends beyond the right margin, it auto-
matically moves to the next line. This feature is called word wrap because words are
“wrapped around” to the next line when they do not fit on the current line.

When you press Enter, a blank line is inserted automatically and you start a
new paragraph. Most documents in the business world are typed with a blank line
between paragraphs, rather than indenting the first line of each paragraph. The set-
tings in Word help you do this easily.
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Step-by-Step 1.2

1. Type the following text. As you type, watch how the words at the end of
lines wrap to the next line. If you type a word incorrectly, just continue
typing. You learn how to correct errors later in this lesson.

You should take the time to plan and organize your work. To help you meet
your goals, it can be helpful to list the tasks you need to accomplish, and
then you can rank them by importance.

2. Press Enter. The insertion point skips a line and appears blinking at the
left margin, as shown in Figure 1-2.

FIGURE 1-2
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3. Type the following text. Press Enter at the end of each paragraph.

Start by listing everything you need to accomplish today. Include
both tasks that you must complete, as well as tasks you would like to
complete.

Next, examine the tasks you listed, and then number them in order of
importance. Once you have the items in order, you have a plan!

4. Leave the document open for the next Step-by-Step.

Navigating a Document

To correct errors, insert new text, or change existing text, you must know how to
reposition the insertion point in a document. You can move the insertion point in
a document by using the mouse or the keyboard. To reposition the insertion point
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using the mouse, move the mouse so that the pointer moves to the position where
you want the insertion point to appear, and then click the left mouse button. The
blinking insertion point appears at the point you clicked.

When working with a long document, it is faster to use the keyboard to move the
insertion point. Table 1-3 lists the keys you can press to move the insertion point.

TABLE 1-3 Keyboard shortcuts for moving the insertion point

m TO MOVE THE INSERTION POINT

Right arrow Right one character

Left arrow Left one character

Down arrow To the next line

Up arrow To the previous line

End To the end of the line

Home To the beginning of the line

Page Down To the next page

Page Up To the previous page

Ctrl+right To the beginning of the next word
arrow

Ctrl+left arrow To the beginning of the previous word
Ctrl+End To the end of the document
Ctrl+Home To the beginning of the document

In Table 1-3, two keys are listed for some of the movements. When you see an
instruction to press two keys at once, press and hold the first key, press the second
key, and then let go of both keys.

Step-by-Step 1.3

1. Press Ctrl+Home. The insertion point jumps to the beginning of the
document.

2. Press Ctrl+right arrow four times to move to the fourth word (time) in
the first line.

Press End. The insertion point moves to the end of the first line.
Press down arrow to move to the end of the next line.
Press Ctrl+End. The insertion point jumps to the end of the document.

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

S

Leave the document open for the next Step-by-Step.
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Using Backspace and Delete

If you make a mistake typing, or you just want to change text, you might need to
delete characters or words. There are two ways to delete characters: Use Backspace
or Delete. Pressing Backspace deletes the character to the left of the insertion point.
Pressing Delete deletes the character to the right of the insertion point.

Step-by-Step 1.4

1. Position the insertion point after the word should in the first sentence of
the document.

Press Backspace until the words You should are deleted.

Press Delete twice to delete the space and the lowercase letter t in the
word fake, and then type T.

4. |n the second sentence of the first paragraph, position the insertion point
before the third word instance of the word you (after the word then).

Press Delete until the words you can and the space after can are deleted.

Look over the document. Position the insertion point as needed, and
then use Backspace or Delete to correct any typing errors you made.

7. Leave the document open for the next Step-by-Step.

Saving a Document

When you save a document for the first time, you can click the Save button on the
Quick Access Toolbar. You can also click the File tab, and then on the navigation ) yoCABULARY
bar, click the Save or Save As command. In all three cases, the Save As dialog box  Quick Access Toolbar
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appears, as shown in Figure 1-3. This is where you name your file and choose a
location to save it in.

r@ Save As u
@Qv| J <« Word » Word Lesson 01 v |+,. | | Search Word Lesson 01 2 |

©

[ElEl

Organize v Mew folder

! Templates °  Documents library

i Arrange by:  Folder »
Word Lesson 01
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E ’ -
B Desktop IE 4 Ini.:em_ew.clilocx o
Doiriogs Microsoft Word Docurment
- - =ik
15| Recent Places
IE I Le.cture.doclx s
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E\] Documents o Sale.docx C“Ck_ to S_ave
o' Music IE‘I 2 | Microsoft Word Document 8 the file with the
5] Pichiras ¢ —| ZL4 KB ~|| _name you type
File name: My To Do List o
Save as type: ’Word Document (*.docx) q
Authors: Katherine T. Pinard Tags: Add a tag

Type the [[] Save Thumbnail
file name here

“ Hide Folders Tools - [ Save ] | Cancel

FIGURE 1-3 Save As dialog box

Once you have saved a document for the first time, you can click the Save button

. TIP on the Quick Access Toolbar, or you can click the File tab, and then on the navigation
bar, click the Save command, and Word saves the changes you made in the document

o can alsg piess DUk o s by copying over the previous version. If you don’t want to copy over the original
e T €Ll version of your document, you can use the Save As command to open the Save As

dialog box and save it using a different name or to a new location.

Creating Folders

Folders can help you organize files. You can create a new folder in the Save As dia-

@ EXTRA FOR EXPERTS log box. To create a new folder within your current folder, click the New folder but-
) ton on the toolbar in the Save As dialog box. A new folder appears in the list with the

Yqu can rename a eligiey oy ”ght' temporary name ‘“‘New folder” highlighted in blue, as shown in Figure 1-4. Because
_C“Ckmg L elidieh, dnel e Elieie the name is highlighted, you can just type the new folder name, and the text you type
Iz [Fenzine 6w Lie SheieLl meiL: will replace the old name. When you are finished, press Enter. The folder name is

changed and the folder opens to become the current folder.
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FIGURE 1-4 Save As dialog box after creating a new folder

Step-by-Step 1.5

1.

On the Ribbon, click the File tab, and then on the navigation bar, click
the Save As command. The Save As dialog box appears. Refer back to
Figure 1-3.

Navigate to the drive and folder where your Data Files are stored.
Double-click the Word folder, and then double-click the Word Lesson 01
folder.

On the toolbar, click the New folder button. A new folder appears in the
list in the dialog box with the name highlighted. Refer back to Figure 1-4.
Type My Tasks, and then press Enter. Click Open. The Address bar at
the top of the Save As dialog box changes to indicate that My Tasks is
the current folder.

In the File name box, select the entire name of the file, if necessary.
Type My To Do List followed by your initials.

Click Save. Word saves the file in the folder you created, and the dia-
log box closes. The new file name appears at the top of the document
window.

Click the File tab, and then on the navigation bar, click the Close com-
mand to close the document without exiting Word.

Keep Word open for the next Step-by-Step.

New folder with
temporary name
highlighted
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Locating and Opening an Existing
Document

You can open an existing document by clicking the File tab, and then on the naviga-
tion bar, clicking the Open command. This displays the Open dialog box, as shown
in Figure 1-5, where you can open a file from any available disk and folder. If you
worked on the document recently, you can click the File tab, on the navigation bar,
click Recent, and then in the middle pane, click the name of the document in the list
of recently opened and saved documents.

r@ Cpen ﬁ

Search My Tasks 2 |

QCJ | J =« Word Lesson 01 » My Tasks v|+,.|

Click the file . Organize » Mew folder E‘z > [l @
name in the list

— I i
[wij-Microsoft Word | | DOCUmE‘ntS“brar}r‘ Arrange by:  Folder »

I\ Templates My Tasks

" : L% My To Do List.docx

W Favorites = IE 4 Microsoft Word Diocument i
M Desktop | —-I 12,8 KB
& Downloads

7= Recent Places

4 Libraries
=] Documents Click to open the
o Music file you select
(&5 Pictures
B Videos

File name: - IAIIWurd Docurrents (*.docg ™.« vl

Tools - l Open ﬂ ’ Cancel ]

FIGURE 1-5 Open dialog box

Opening a New, Blank Document

You can open a new, blank document by clicking the File tab, and then on the navi-
gation bar, clicking New. This opens the New tab in Backstage view, as shown in
Figure 1-6. In the Available Templates list in the center, the Blank document button
is selected. Click the Create button in the pane on the right to close Backstage view
and open a new, blank document.
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FIGURE 1-6 New tab in Backstage view

Step-by-Step 1.6

Letters

Lists

Memos

Minutes

1. With Word still running, click the File tab, and then on the navigation
bar, click the Open command. The Open dialog box appears.

2. |If necessary, navigate to the drive and folder where your Data Files

are stored.

3. If necessary, double-click the Word folder. Double-click the Word
Lesson 01 folder. Finally, double-click the My Tasks folder. The saved
file My To Do List.docx appears in the dialog box.

4. Click My To Do List.docx in the list. Click Open. The My To Do List docu-
ment appears on the screen.

5. Leave the document open for the next Step-by-Step.

Zooming a Document

You can use the Zoom feature to magnify and reduce your document on the screen.
Zoom is measured in percentage. A zoom percentage of 100% shows the document at its
normal size. The higher the percentage, the larger the document appears; the lower the
percentage, the smaller the document appears. The easiest way to change the percentage
is to drag the Zoom slider at the bottom-right of the screen, or to click the Zoom In or
Zoom Out buttons on either end of the Zoom slider. You can also click the Zoom level
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Create button
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You can also open a file by double-

clicking it in the Open dialog box.

—‘— WARNING

If the yellow Protected View

bar appears at the top of the
document window when you
open the document, click the
Enable Editing button, and then
continue with Step 5.

D VOCABULARY
Zoom
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percentage to the left of the Zoom slider to open the Zoom dialog box. Finally, you can
click the View tab on the Ribbon, and then click one of the buttons in the Zoom group
to zoom to a preset percentage, or click the Zoom button to open the Zoom dialog box.

Switching to Full Screen Reading View

D VOCABULARY Full Screen Reading view removes the Ribbon and the status bar from the screen.
Full Screen Reading view It leaves only the document and, in place of the Ribbon, a small bar called a toolbar
that contains buttons for performing commands. See Figure 1-7. Full Screen
Reading view is useful for reading the document on the screen. It does not show how
the document will look when printed on paper.

toolbar

e L #Tools- 5% P - 4 i Saeenlofl = » 4 view Options = % Close

!
Toolbar Close button
Take the time to plan and organize your work. To help you meet your
ol it can be helpful to Bt the tisks you need to sccomplish, and
then rank them by importance.

Start by listing everything you need to accomplish today. Indude both
tasks that you must complete, as well as tasks you would like to
complete.

Next, examine the tasks you listed, and then number tham in order of
Imiportance, Once you have the tems in order, you have a plan|

FIGURE 1-7 Document in Full Screen Reading view

To use Full Screen Reading view, click the View tab on the Ribbon, and then in the
Document Views group, click the Full Screen Reading button. You can also click the
Full Screen Reading button on the status bar to the left of the Zoom slider. To return to
Print Layout view, click the Close button on the toolbar at the top of the screen.

Step-by-Step 1.7

1. At the lower-right of the document window, drag the Zoom slider O all
the way to the left. The zoom percentage is changed to 10% and the
document appears as a small piece of paper in the upper-left of the
document window.

2. At the right end of the Zoom slider, click the Zoom In button @ five
times. The zoom percentage increases by 10 each time you click the
Zoom In button. The zoom percentage is now 60%.
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3. On the Ribbon, click the View tab. The Ribbon changes to show the
View commands. In the Zoom group, click the Page Width button. The
document just about fills the screen. See Figure 1-8.

Start by listing everything you need to accomplish today. Include bath tasks that you must complete, as

; = FIGURE 1-8
Home Inzert Page Layout Reterences Mallings Redew Tewi (=0
Full Screen ’ L@ 3 o Q [} Qowrs BINEY [ Dvewsies — Document at Page
. = ] B = Y R A La =, S timeliing | o H H
Readlng button Prink |Fumscresn Web  Outine Draft I. e Zaom ;w:l B oo eaes Nj nr;;: SPN Switeh r.la(r?; Wldth Z00m W|th the
[EaE] mesaiing  tayoint [ Mavigation Pane o= Page Width | winduwe AN 1 Pasition | winduwss | - 0 q
ittt | sew | omaam O~ wmmwe | e View tab displayed
]
Document ‘ View tab
Views group Take the thme to plan and crganize your work. To help you mest your goals, it can be helptul to list the =
tasks you need to accomplish, and then rank them by importance. ‘ Page Width button

well as tasks you would like to complete. ’

Next, examine the tasks you listed, and then number them in arder of Importance. Once you have the
items in arcler, you have a plan!

Zoom Out button

Zoom slider

Zoom In button

Pageilotl | WerdnEa | o35 TR B L (+

4. On the View tab, in the Zoom group, click the One Page button. The
zoom changes to show the whole page on the screen.

5. Onthe View tab, locate the Document Views group. Click the Full Screen
Reading button. The view changes to Full Screen Reading view.

6. At the right end of the toolbar, click the Close button. You return to Print
Layout view.

7. Leave the document open for the next Step-by-Step.
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Selecting a Page Orientation

D VOCABULARY Word has two ways to print text on a page. Documents printed in portrait orientation,
as shown in Figure 1-9, are longer than they are wide. By default, Word is set to
print pages in portrait orientation. In contrast, documents printed in landscape
orientation, as shown in Figure 1-10, are wider than they are long. Most documents
are printed in portrait orientation. Some documents, such as documents with graph-
ics or numerical information, look better when printed in landscape orientation.

portrait orientation

landscape orientation

g O

HOW CAN | BUILD A GOOD RELATIONSHIP WITH MY SUPERVISORT

4 Donot letpersonal problems offect your work
4 Showyou are willing to assume responsibilities
+ Be loyal to your compony

+ Bereliable

HOW CAN | BUILD GOOD RELATIONSHIPS WITH MY CO-WORKERS?

4 Avoidunnecessary convenations ot work

+ Treot co-workers' properywithrespect

Join usforthe

4% Use goodmanners, not bad language

4 Treatotherswithrespect Time Management Techniques Saninar

Easyto use time saving techniques for those whowantto leam to set priorities and defeat
procrastination, Registration deadline is Febmary 171

February 3, 8:00 a.m. to Hoon
Conroe Building — Room 110
Business Council of Rapid City

FIGURE 1-9 Portrait orientation FIGURE 1-10 Landscape orientation

You can change the orientation of the document you want to print. To do this,
click the Page Layout tab on the Ribbon, and then, in the Page Setup group, click the
Orientation button, as shown in Figure 1-11. On the menu, click the option you want.
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FIGURE 1-11 Changing page orientation on the Page Layout tab

You can also change the orientation on the Print tab in Backstage view. After

displaying the Print tab, click the Portrait Orientation button or the Landscape
Orientation button in the Settings section, and then click the orientation you want to
use on the menu.

Step-by-Step 1.8

1.

On the Ribbon, click the Page Layout tab. The Page Layout commands
appear on the Ribbon.

In the Page Setup group, click the Orientation button. Notice that
Portrait is selected. Because the document is in One Page zoom, you
can clearly see this.

Click Landscape on the menu. The page orientation of the document
changes to landscape.

On the Ribbon, click the File tab, and then on the navigation bar, click
Print. Notice in the preview that the page orientation of the document is
landscape.

In the Settings section in the center pane, click the Landscape
Orientation button. A menu opens.

On the menu, click Portrait Orientation. The orientation of the docu-

ment changes back to portrait.

= sl = U

CHw o owa
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It is always good to examine the
preview of a document before you
print it. Correcting errors before
you print the document will save

INTRODUCTORY Microsoft Word Unit

7. On the Ribbon, click the File tab. Backstage view closes and the Page
Layout tab is selected again. You can see the entire page in portrait
orientation.

On the Quick Access Toolbar, click the Save button @
9. Leave the document open for the next Step-by-Step.

Previewing and Printing a Document

The Print tab in Backstage view enables you to look at a document as it will appear
when printed before you actually print it. To open the Print tab, click the File tab
on the Ribbon, and then on the navigation bar, click Print. The Print tab appears as
shown in Figure 1-12. A preview of how the document will print using the current
settings appears on the right. You should always look at the preview to make sure the

time and paper.

Home Insert

document will print as you expect.

Prgelayout  References

“allings

Review

Wiew

I e

i : Print
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FIGURE 1-12 Print tab in Backstage view

Preview of
printed page

The Print tab contains settings for printing your document. You can change the
orientation, paper size, margins, and whether to print more than one page per sheet
of paper or automatically shrink text to fit it on a page. You can zoom in on the docu-
ment using the Zoom slider in the lower-right corner of Backstage view.

After you select the settings you want, to print a document, click the Print button

in the center pane on the Print tab in Backstage view.

e pEwen
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Step-by-Step 1.9

Use the Zoom slider U to return to 100% view.

2. Press Ctrl+End to jump to the end of the document, press Enter, and
then type your name.

3. On the Ribbon, click the File tab, and then on the navigation bar, click
Print. The Print tab appears in Backstage view.

4. At the top of the center pane, click the Print button to print the docu-
ment using the default settings.

5. Leave the document open for the next Step-by-Step.

Exiting Word

When you are finished working, you can close your document and exit Word. To
close the document without exiting Word, click the File tab, and then on the naviga-
tion bar, click the Close command. To exit Word, click the Close button in the upper-
right corner of the document window. You can also click the File tab on the Ribbon,
and then on the navigation bar, click the Exit command.

Step-by-Step 1.10

On the Ribbon, click the File tab.

2. On the navigation bar, click the Close command. A dialog box opens
asking if you want to save any changes.

3. Click Save. The document closes, but Word is still running.

4. In the upper-right corner of the window, click the Close button .
Word exits and the Word program window closes.

SUMMARY

In this lesson, you learned:

B You can view the document screen in Print Layout view, Full B When text is entered, the word wrap feature automatically wraps
Screen Reading view, Web Layout view, Outline view, and words to the next line if they will not fit on the current line.
Draft view. The key elements of the screen in Print Layout n

‘When corrections or additions need to be made, you can place the
insertion point anywhere within a document using the mouse or
keyboard, and then delete text using Backspace and Delete.

view are the Ribbon, Quick Access Toolbar, insertion point,
status bar, view buttons, and Zoom slider.
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When you save a document for the first time, the Save As dia-
log box opens. This is where you name your file and choose a
location in which to save it. After you have saved a document
the first time, you use the Save command to save your changes
in the document or use the Save As command to save it with a
different file name or to a new location.

You can create new folders for storing documents in the Save
As dialog box.

You can locate and open an existing document using the Open
dialog box.

B VOCABULARY REVIEW

Microsoft Word Unit

B You can use the Zoom slider to magnify or reduce the size of
your document on the screen.

B Full Screen Reading view makes it easier to view the entire
document on the screen by removing the Ribbon and status bar
and displaying only the text, not the layout, of the document.

B You can use the Orientation command to change the page ori-
entation to portrait orientation or landscape orientation.

B You can preview and print a document by using the Print tab in
Backstage view.

Define the following terms:

Draft view Print Layout view
Full Screen Reading view Quick Access Toolbar
insertion point Ribbon

landscape orientation status bar

Outline view toolbar

portrait orientation

view buttons

B REVIEW QUESTIONS

Web Layout view
word processing
word wrap

Zoom

MULTIPLE CHOICE

Select the best response for the following statements.

1.
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In Full Screen Reading view, which of the following is visible?
A. Ribbon C.
B. Zoom slider D.

toolbar

status bar

. Which dialog box do you use to save a file for the first time?

A. Save
B. Save As

C. Save File
D. Locate File

. Dragging the Zoom slider to the left

A. magnifies the document on-screen.

B. reduces the size of the document on-screen.

C. switches the document to Full Screen Reading view.

D. changes the way the document will look when it is printed.
A. paragraphing. C. jumping.
B. word processing. D. word wrap.
A. Ribbon.

C. Zoom slider.

B. status bar. D. Quick Access Toolbar.

. The feature that causes text you type to automatically move to the next line when it does not fit on the current line is called

. Commands for working with the document are organized into tabs on the
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FILL IN THE BLANK

Complete the following sentences by writing the correct word or words in the blanks provided.

1. view shows how a document will look when it is printed.

2. The shows where text will appear when you begin typing.

3. Pressing Enter starts a new in a document.

4. can help you organize files on your disks.

5. Documents printed in orientation are wider than they are tall.

TRUE / FALSE

Circle T if the statement is true or F if the statement is false.
T F 1. When the pointer is positioned in the document window, it takes the shape of the I-beam pointer.
Word provides seven different views, including Web Layout view.

2

3. Pressing Delete deletes the character immediately to the left of the insertion point.
4. Pressing Ctrl+Home moves the insertion point to the beginning of the document.
5

S
o

You can preview a document on the Preview tab in Backstage view.

B PROJECTS

If you have a SAM 2010 user profile, your instructor may have assigned an autogradable version of the indicated project. If so, log into the SAM
2010 Web site at www.cengage.com/sam2010 to download the instruction and start files.

PROJECT 1-1

Match the key or keys in the first column to the description in the second column.

Column 1 Column 2
1. Rightarrow A. Moves to the end of the document
2. Leftarrow B. Moves left one character
3. Down arrow C. Moves to the previous page
4. Up arrow D. Moves to the next line
5. End E. Moves to the beginning of a line
6. Home F. Moves to the end of the line
7. Page Down G. Moves right one character
8. PageUp H. Moves to the beginning of the document
— 9. Ctrl+right arrow I. Moves to the previous word
_ 10. Ctrl+left arrow J.  Moves to the previous line

11. Ctrl+End K. Moves to the next page

12. Ctrl+Home L. Moves to the next word
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PROJECT 1-2

Start Word. Open the Lecture.docx document from the drive
and folder where your Data Files are stored. This is a flyer
announcing an upcoming program at the planetarium.

Save the document as Cosmic Connections Flyer followed by
your initials.

Scroll down so you can see the lines of text below the drawing.
Place the insertion point at the end of the first sentence (after
galaxy.), press the spacebar, and then type: Dr. Scott Wycoski
will be the guest lecturer.

. Place the insertion point after the word Park in the next line,

and then use Backspace to delete that word and the extra space.

Create a new paragraph after Green Hills Planetarium. Type
the following: Thursday, May 9, 7 p.m. to 8 p.m.

Change the view to Full Screen Reading.

Close Full Screen Reading view.

Change the zoom to One Page.

Change the orientation of the document to landscape.

Change the zoom back to 100%, press Ctrl+End, press Enter,
and then type your name.

. Save, print, and close the document. Exit Word.

Microsoft Word Unit

PROJECT 1-3

1. Start Word. You will write a letter thanking Dr. Wycoski for his
presentation.

2. Type today’s date, using the format May 10, 2013.
3. Press Enter twice, and then type the following text:
Dear Dr. Wycoski,

Thank you for participating in our lecture series. Your presen-
tation was very interesting! Thanks to your clear explanations,
we now understand much more about the origins of the galaxy.
Thank you again for helping to make our lecture series a great
success.

Sincerely,

4. Press Enter twice to insert enough blank space after Sincerely
for you to sign your name, and then type your name.

Change the document to Full Screen Reading view.
Close Full Screen Reading view.

Change the zoom to One Page.

g = v

Open the Save As dialog box. Navigate to the drive and folder
where you want to save the file. Create a new folder in this
location. Name the folder My Letters.

9. Make sure the My Letters folder is the current folder. Save the
document as Thank You Letter followed by your initials.

10. Print and close the document. Exit Word.
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PROJECT 1-4

1.

10.
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Start Word, and then open the Sale.docx document from the
drive and folder where your Data Files are stored. You will
modify this advertisement for a department store sale.

Save the document as Holiday Sale Flyer followed by your
initials.

Change the Zoom percentage to 110%.

Scroll down, and then position the insertion point in front of
the sentence starting with These great bargains. Type: Hurry

now to Carville’s for sale prices on all holiday products.
Press the spacebar.

Position the insertion point before the word now in the sen-
tence you just typed, and then use Delete to delete that word
and the space after it. Position the insertion point to the right
of the word products in the second line in the document. Use
Backspace to delete that word, and then type items.

Press Ctrl+End to move the insertion point to the end of the
last sentence.

Press Enter, and then type your name.
Change the orientation of the document to portrait.
Save the document.

Preview and print the document. Close the document, and
exit Word.

PROJECT 1-5

1.

AN L B W

10.

11.

12.

Start Word. Open the Interview.docx document from the drive
and folder where your Data Files are stored. Save the document
as Interview Tips followed by your initials. You will revise a
page in this informational pamphlet provided as a resource for
people seeking employment.

. Change the zoom to Page Width.

. Change to Full Screen Reading view.

. Read the document to become familiar with it.
. Close Full Screen Reading view.

. Press Ctrl+Home to position the insertion point at the begin-

ning of the document, if necessary.

. Press Ctrl+right arrow five times to move the insertion point

after the word job and before the word ahead. Type interview,
and then press the spacebar.

. Press Ctrl+End to position the insertion point at the end of the

document. Press the spacebar, and then type: The third thing
you should do is to prepare a list of questions about the
position for which you are interviewing. Make sure you do
not ask about the salary at this point.

. Start a new paragraph and type: After the interview, write

a thank you note as soon as possible to the person who
conducted the interview. A handwritten note will make a
better impression than an e-mail. In addition to being good
manners, it reminds the interviewer who you are, and it
sets you apart from the other candidates.

Proofread the document. Use Backspace or Delete to correct
any errors.

Jump to the end of the document, insert a new paragraph, and
then type your name.

Save, preview, print, and close the document. Exit Word.
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ACTIVITY 1-1

Thank you notes are easier to write when done promptly, prefer-
ably the day you receive a gift or attend an event. Using what you
have learned in this lesson, start Word and write a thank you note to
someone who has done something special for you recently. Save the
document with a file name of your choice, print it, and then close
the document and exit Word.

ACTIVITY 1-2

With Windows, a file name may contain up to 255 characters and
include spaces. You should use a descriptive file name that will
remind you of what the file contains, making it easy to find.

Read each item below. From the information given, create a
file name for each document. Create a new Word document and
type the file name next to the appropriate number in a list. Each file
must have a different name. Strive to develop descriptive file names.
Choose a file name for the document you created, and then save the
document. Print and close your document, and then exit Word.

1. A letter to Binda’s Boutique requesting a catalog.

2. A report entitled “Possible Problems Due to Global Warming”
written by the environmental foundation, Earth!. The report
will be used to develop a grant proposal.

3. A letter that will be enclosed with an order form used to place
an order with Binda’s Boutique.

4. A letter of complaint to Binda’s Boutique for sending the
wrong merchandise.

5. An announcement for a reception to be given in honor of a
retiring executive, Serena Marsh.

6. A memo to all employees explaining new vacation time poli-
cies at Sheehan Global Enterprises.

7. Minutes of the November board of directors’ meeting of
Eastern Seaboard Insurance Company.

8. A press release written by Earth! to the media about a one-day
event called Live in Harmony with Nature.

9. A mailing list for sending newsletters to all employees of
Sheehan Global Enterprises.

10. An agenda for the December board of directors’ meeting of
Eastern Seaboard Insurance Company.

ACTIVITY 1-3

‘When you open the New tab in Backstage view, you see a variety of
options for creating a new document. In addition to creating a blank
document, you can create a document based on a template, which is
a special type of document that contains sample text and formatting.
When you open a template, it opens as a new document that you
need to save with a file name.

Use the Help system in Word to find out more about creating a
document from a template, and then use this information to create a
new document based on one of the templates located in the Sample
Templates folder (at the top of the New tab in Backstage view).
Save the new document you create with the file name Document
Based on Template followed by your initials. Close this document
when you are finished.

Next, create a new, blank Word document, and then type the
answer to the following questions based on the information pre-
sented in this Activity and in Help. Save the document you create
using an appropriate file name, and then preview and print it. Close
the document and exit Word.

B What is a template and why would you use one?

Can a template contain text?

How do you create a new document based on a template?
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Estimated Time:

1 hour

LESSON 2
Basic Editing
m OBJECTIVES ® VOCABULARY
Upon completion of this lesson, you should be able to: Clipboard
®  Show and hide formatting marks. copy
m  Select text. cut
m  Create paragraphs without blank space between them. drag
®  Undo, redo, and repeat recent actions. drag-and-drop
®  Move and copy text using drag-and-drop and the Clipboard. format
= Use the Office Clipboard. Office Clipboard
®  Find and replace text, and use the Go To command. paste
m  |dentify the number of words in a document or a selection. select

toggle
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Editing Text

Word’s features and tools make it easy to edit documents. In this lesson, you will
learn how to show and hide formatting marks, select text, and remove extra space
after paragraphs. You will also undo and redo actions, move and copy text, and locate
and replace text. Finally, you will learn how to jump to a specific location in the
document, and count the number of words in a document or a selection of text.

Showing Formatting Marks

Many times it is easier to select and edit sentences and paragraphs if you can view
the paragraph marks and other formatting symbols. The Show/Hide | command
allows you to see these hidden formatting marks, as shown in Figure 2-1. To view
the formatting marks, click the Show/Hide { button in the Paragraph group on the
Home tab. The formatting marks do not appear when you print your document.
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FIGURE 2-1 Formatting marks displayed

Understanding Toggle Commands

Clicking the Show/Hide  button once displays paragraph and formatting marks;

clicking the button again hides them. Switching between two options in this manner
D VOCABULARY is known as toggling, so a command that you use by turning a feature on or off is
sometimes known as a toggle command. Word contains several toggle commands
that turn a feature on or off. When a toggle command on the Ribbon is selected, it is
orange. Toggle commands can also appear on a menu. When a toggle command on a
menu is selected, a check mark appears next to it.

toggle
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Selecting Text

To select text means to highlight a block of text. Blocks can be as small as one char- D VOCABULARY
acter or as large as an entire document. After selecting a block of text, you can work  gelect
with the entire block of text as a whole. You can select text using the mouse, using
the keyboard, or using the keyboard in combination with the mouse.

To select text with the mouse, position the I-beam pointer to the left of the first
character of the text you want to select. Hold down the left button on the mouse, drag - TIP
the pointer to the end of the text you want to select, and release the button. This is

drag

called dragging. To remove the highlight, click the mouse button. To quickly select everything in a

To select text with the keyboard, press and hold down Shift, and then press an document, press and hold Ctrl+A
arrow key in the direction of the text you want to select. Pressing Shift extends the or on the Home tab, in the Editing
selection in the direction of the arrow key you press. To select a word at a time, group, click the Select button, and
press and hold Shift+Ctrl, and then press the left or right arrow key. To select a then click Select All.

paragraph at a time, press and hold Shift+Ctrl, and then press the up or down arrow
key. Table 2—-1 summarizes additional ways to select text.

@ EXTRA FOR EXPERTS

To select blocks of text that are not
next to each other, select the first
block of text, press and hold down
Ctrl, and then use the mouse to
select additional blocks of text.

TABLE 2-1 Selecting blocks of text

TO SELECT THIS DO THIS

Characters Click to the left of the first character you want to select, press and hold Shift, and then
click to the right of the last character you want to select.

Word Double-click the word.

Line

Position the pointer in the left margin next to the line so that it changes to ﬂ and
then click.

Multiple lines Position the pointer in the left margin next to the first line so that it changes to 51,

press and hold the left mouse button, and then drag down or up in the margin to select
as many lines as you want.

Sentence Press and hold down Ctrl, and then click anywhere in the sentence.
Paragraph Triple-click anywhere in the paragraph.
Or

Position the pointer in the left margin next to the paragraph so that it changes to 51
and then double-click.

Entire document Triple-click in the left margin.
Or
Position the pointer in the left margin next to any line so that it changes to ﬂ press
and hold down Ctrl, and then click in the left margin
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Step-by-Step 2.1

1. Open the Letter.docx document from the drive and folder where your
Data Files are stored. Save the document as Customer Letter followed
by your initials.

2. On the Home tab, in the Paragraph group, click the Show/Hide 1 but-
ton W The paragraph marks and other hidden formatting marks appear
on your screen, and the Show/Hide 1 button on the Ribbon changes to
orange to show that it is selected, as shown in Figure 2—1.

3. Position the pointer in the left margin to the left of the word Welcome
so that it changes to ﬂ Click once. The first line in the document is

selected, as shown in Figure 2-2.
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4. Click anywhere in the document. The text is deselected.
5. Double-click the word Welcome at the beginning of the first paragraph.
The word is selected.
- . Click anywhere in the document to deselect the text.
7. Triple-click anywhere in the first paragraph. The entire paragraph is
You can also press an arrow key to selected. Deselect the text.

deselect text. ) o .
8. In the first paragraph at the beginning of the second sentence, position

the I-beam pointer before the letter A in the word As. Press and hold the
left mouse button, and then drag to the right and down to just before
the last sentence in the first paragraph (just before We are the health
club...). Release the mouse button. The text you dragged the pointer

over is selected.
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LESSON 2 Basic Editing

9. On the Home tab, in the Editing group, click the Select button, and then
click Select All. The entire document is selected. Deselect the text.
10. Press Ctrl+A. The entire document is selected again. Deselect the text.
11. Click the Show/Hide 1 button . The formatting characters are
hidden again.
12. Leave the document open for the next Step-by-Step.

Creating Paragraphs Without Blank Space
Between Them

When you press Enter, you create a new paragraph. When you create a new para-
graph, the default style is for extra space to be added after the original paragraph.
The extra space is helpful when you are typing because you don’t need to press Enter
twice to insert space between paragraphs. But there may be times when you don’t
want that extra space to appear. For example, when you type a letter, extra space
should not appear between the lines in the inside address.
You can format a paragraph so that it does not have extra space after it. To
Jformat text or paragraphs means to change its appearance. To do this, you can use the D VOCABULARY
Line and Paragraph Spacing button, which is located in the Paragraph group on the  format
Home tab. When you click this button, a gallery opens, as shown in Figure 2-3. To
remove the space after the selected paragraphs, click Remove Space After Paragraph
at the bottom of the menu. Notice that the command above this lets you add space
before the paragraph. These commands change depending on the settings applied to
the selected paragraphs. For example, if the selected paragraphs did not have space
after them, the bottom command would be Add Space After Paragraph.
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FIGURE 2-3 Line and Paragraph Spacing button menu
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Step-by-Step 2.2

1. Click the Show/Hide 11 button . The formatting marks are displayed.

2. In the vertical scroll bar, drag the scroll box to the top. Position the

insertion point in the blank paragraph below the logo and above the first
paragraph. Type May 13, 2013. Press Enter. A blank line is inserted
and the insertion point is blinking at the beginning of a new paragraph.

3. Type Karen DeSimone.

On the Home tab, in the Paragraph group, click the Line and Paragraph
Spacing button . A gallery opens as shown in Figure 2-3.

5. At the bottom of the menu, click Remove Space After Paragraph. The

space after the current paragraph is removed. See Figure 2-4.
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6. Press Enter. A new paragraph is created, but no space appears between
the two paragraphs. Type 47 Bradford St., press Enter, and then type
Salem, Rl 02922. The inside address is complete.

7. In the Paragraph group, click the Line and Paragraph Spacing button
E, and then click Add Space After Paragraph. Space is inserted below
the current paragraph.

8. Press Enter. A new paragraph is created. Because you changed the
paragraph formatting before you pressed Enter, space was added after
the previous paragraph.

9. Type Dear Ms.

10. Onthe Quick Access Toolbar, click the Save button @ to save your changes
to the document. Leave the document open for the next Step-by-Step.
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Using the Undo, Redo, and Repeat
Commands

When working on a document, you might delete text accidentally or change your
mind about editing or formatting changes that you made. The Undo command is use-
ful in these situations because it reverses recent actions. To use the Undo command,
click the Undo button on the Quick Access Toolbar.

You can keep clicking the Undo button to continue reversing recent actions, or
you can click the arrow next to the Undo button to see a list of your recent actions.
The most recent action appears at the top of the list, as shown in Figure 2-5. Click
an action in the list, and Word will undo that action and all the actions listed above it.
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FIGURE 2-5 List of actions on the Undo button

The Redo command is similar to the Undo command. The Redo command
reverses an Undo action. To use the Redo command, click the Redo button on the
Quick Access Toolbar. Unlike the Undo command, you cannot open a list of actions
to redo.

The Redo button does not appear on the Quick Access Toolbar until you have
undone something. Until then, the Repeat button appears next to the Undo button.
The Repeat command repeats the most recent action. For example, if you type some-
thing, and then click the Repeat button, the same text will appear on the screen. If
you select text, delete it, and then select more text, clicking the Repeat button deletes
the selected text. To use the Repeat command, click the Repeat button on the Quick
Access Toolbar. The Repeat button is sometimes visible but light gray, which means
that it is unavailable; that is, you can’t repeat the most recent action.

@ e

You can also press Ctrl+Y to
execute the Redo or Repeat
command.
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Step-by-Step 2.3

1. On the Quick Access Toolbar, click the arrow next to the Undo but-
ton @ The list of actions that can be undone appears, similar to
Figure 2-5. You might see additional actions on your list.

2. Point to the third item in the list. The action you point to as well as all
of the actions above it are selected. The command at the bottom of the
list changes from Cancel to Undo 3 Actions.

3. Click the third item on the Undo list. The last three actions are undone,
and some of the text you typed disappears from the letter. Also note
that the Redo button now appears next to the Undo button on the Quick
Access Toolbar.

4. On the Quick Access Toolbar, click the Redo button @ three times.
The actions you undid are redone and all the text is restored to the
document. The Redo button on the Quick Access Toolbar changes to the
Repeat button, which is now light gray, so clicking it will have no effect.

5. Double-click the word Ms in the salutation to select it. Press Delete.
The selected word is deleted. On the Quick Access Toolbar, the Repeat
button is now available.

6. Double-click the word Dear in the salutation to select it. On the Quick
Access Toolbar, click the Repeat button @ The last action is repeated
and the selected word is deleted.

7. On the Quick Access Toolbar, click the arrow next to the Undo button
“1'7|. Click the second Clear in the list. The salutation is restored.

8. Deselect the text, and then save your changes to the document. Leave
the document open for the next Step-by-Step.

Using Drag-and-Drop to Move and Copy Text

At some point when you are editing a document, you will probably want to move
or copy text to a different location. The easiest way to move text is to select it, posi-
tion the pointer on top of the selected text, and then drag the selected text to the new
D VOCABULARY location. This is called drag-and-drop. As you drag the selected text, a vertical line
drag-and-drop follows the pointer indicating where the text will be positioned when you release the
mouse button, as shown in Figure 2-6. If you want to copy the text instead of move
it, you must press and hold Ctrl while you drag it.
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FIGURE 2-6 Using drag-and-drop to move selected text

Step-by-Step 2.4

1. Press and hold Ctrl, click the last sentence of the first paragraph to
select it, and then release Ctrl.

2. Position the insertion point on top of the selected text. The pointer
changes to [:5“.

3. Press and hold the left mouse button, and then drag the pointer up
to the first line in the first paragraph until the vertical line follow-
ing the pointer is positioned just before the word As, as shown in
Figure 2—6. Release the mouse button. The selected sentence moves
from the end of the first paragraph to become the second sentence in
the first paragraph.

4. |ntheinside address, double-click DeSimone. The last name is selected.
Press and hold down Ctrl, and then drag the selected text to the salu-
tation line so that the vertical indicator line is positioned between the
period after Ms. and the paragraph mark. Release the mouse button and
Ctrl. A copy of the selected text is positioned in the salutation line, and
the original text is still in the inside address.

6. Press the right arrow key to deselect the text and move the insertion
point after DeSimone, and then type : (a colon).

7. Save your changes to the document. Leave it open for the next Step-by-Step.
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Clipboard

cut

copy
paste

@ e

When you press Delete or
Backspace, the text you delete
is not placed on the Clipboard;
it is simply removed from the
document.

@ e

Press Ctrl+X to cut selected text;

INTRODUCTORY Microsoft Word Unit

Using the Clipboard to Move and Copy Text

Another way to move or copy text is to use the Clipboard. The Clipboard is a tempo-
rary storage place in the computer’s memory. To use the Clipboard, you cut or copy
text. When you cut selected text, it is removed from the document and placed on the
Clipboard. When you copy selected text, it remains in its original location and a copy
of it is placed on the Clipboard. Once you have placed text on the Clipboard, you can
then paste whatever is stored on the Clipboard into the document.

The Clipboard can hold only one selection at a time, so each time you cut or
copy text, the newly cut or copied text replaces the text currently stored on the
Clipboard. The Clipboard is available to all the programs on your computer, and it is
sometimes called the system Clipboard.

Cutting and Pasting to Move Text

To move text from one location to another using the Clipboard, you need to use the
Cut command and then the Paste command. First, select the text you want to move.
Then, on the Home tab, in the Clipboard group, click the Cut button.

To paste the text stored on the Clipboard to a new place in the document, posi-
tion the insertion point at the location where you want the text to appear. On the
Home tab, in the Clipboard group, click the Paste button. The text currently stored
on the Clipboard is pasted into the document. Moving text in this manner is referred
to as cutting and pasting.

Copying and Pasting Text

To copy text in one location to another location, you need to use the Copy command.
Select the text you want to copy. On the Home tab in the Clipboard group, click the
Copy button.

To paste the copied text, you use the Paste command in the same manner as

press Ctrl+C to copy selected text;

and press Ctrl+V to paste text from
the Clipboard into the document at
the insertion point.

when you move text. This procedure is sometimes referred to as copying and pasting.

Using the Paste Options Button

When you use the Paste command, the Paste Options button appears below and to
the right of the pasted text. Click this button to open a gallery of options. You can
also click the arrow below the Paste button in the Clipboard group on the Home tab
to see the Paste Options buttons. You can point to the buttons to see the effect using
each one would have on the pasted text. See Figure 2—7. The Paste Options buttons
change depending on what you pasted in the document. Usually when text is on the
Clipboard, you can choose to paste the text so its appearance matches the original
appearance (source formatting), so its appearance matches or merges with the text in
the location where it is being pasted (destination formatting), or so it is pasted as text
only, with no custom formatting. This means that it will match the formatting of the
location where it is being pasted.
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FIGURE 2-7 Paste Options buttons

Step-by-Step 2.5

1.

Select the last sentence in the first paragraph (We think you’ll be
pleased...). On the Home tab, in the Clipboard group, click the Cut but-
ton . The selected sentence disappears from the screen and is placed
on the Clipboard.

Position the insertion point at the beginning of the second sentence in
the first paragraph (immediately to the left of We are the health club...).
On the Home tab, in the Clipboard group, click the Paste button E The
sentence you cut is pasted at the location of the insertion point. The
Paste Options button @ appears just below the pasted text.

In the first sentence in the first paragraph, select the blue text Exercise
World. On the Home tab, in the Clipboard group, click the Copy button
E‘ The text stays in the document and is also placed on the Clipboard,
replacing the sentence that you had previously cut and placed on the
Clipboard.

Press Ctrl+End. The insertion point moves to the end of the document,
in the blank paragraph below the closing.

On the Home tab, in the Clipboard group, click the arrow below the
Paste button. The Paste Options buttons appear.

Position the pointer on top of the Keep Source Formatting button @
The text you copied appears in the document with the same formatting
as the original. See Figure 2—7.

= urx - L)

L+))

@ EXTRA FOR EXPERTS

You can also access the Cut, Copy,
and Paste commands by right-
clicking the selected text, and
then choosing the commands from
the shortcut menu.
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8. Position the pointer on top of the Merge Formatting button . The for-
matting of the text to be pasted changes to match the formatting of the
text in the current paragraph.

9. Position the pointer on top of the Keep Text Only button . The format-
ting of the text to be pasted is plain, unformatted text. This formatting
looks exactly the same as the formatting that appears when you pointed
to the Merge Formatting button. This is what happens most of the time
with these two options.

10. Click the Merge Formatting button E

11. Saveyourchanges tothe document. Leave it open for the next Step-by-Step.

Using the Office Clipboard

If you want to collect more than one selection at a time, you can use the Office
D VOCABULARY Clipboard. The Office Clipboard is a special clipboard on which you can collect up
Office Clipboard to 24 selections. It is available only to Microsoft Office programs.
Unlike the system Clipboard, which is available all the time, you must activate
the Office Clipboard to use it. On the Home tab, in the Clipboard group, click the
@ EXTRA FOR EXPERTS Clipboard Diall)og Box Launcher. (Remember, the Dialog Bor))( Launfher If)or a group
is the small square with an arrow in the lower-right corner of the group.) This opens
the Clipboard task pane on the left side of the window. Once the Clipboard task pane
is open, each selection that you cut or copy is placed on it. See Figure 2-8. The task
pane displays up to 24 items. When you cut or copy a twenty-fifth item, it replaces
the first item.

You can use the Office Clipboard
in other Office programs, such as
Excel. For example, you can copy
a chart you created in Excel to a

report you are writing in Word.

Clipboard Dialog
Box Launcher

AaBbCeDr. AsgbCeDr AaBbCi AaBbCr

it B 7 Uc-abex x|f-%-A- :_ === L Thormal | THoSpad.. Headingl Heading2 2
Task pane cighomt | : s _ |
Close button 221 Cipseara - x fa
iy paste | (L% Clear | —

Chck anibem o paste:

8] As 2 new member,

Items on the e
Office Clipboard A7 & s I‘[KW(]IM

Mayds, 20137

Ajerade A
Salern, /1029229

Diear M, DoSirmeor:§

WelcomatoExercise- World|-We thinkyou'llbe-pleasedwithall-of-the-exe reiseprograms ourcluk-
hasto-offer. We-arethe-healthoiubwith-something foe everyone. you-cantakeadvantage-of our-many-
programs, neluding classesinspimningandyogaandthause-of a-perstnaltrainer, 4

Pleasecontactmedfyou-haveany guestions.

sinceraly, ]
R, | q F3
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Pagelofl | WordsiTr |43 T3 (B e L i_ from |etter

FIGURE 2-8 Clipboard task pane with two items collected on it
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Step-by-Step 2.6

10.

11.

Press Ctrl+Home to jump to the beginning of the document.

On the Home tab, in the Clipboard group, click the Clipboard Dialog Box
Launcher. The Clipboard task pane opens on the left side of the window.
The item currently on the system Clipboard, the text Exercise World, is
the first item in the task pane.

In the first paragraph of the letter, at the beginning of the fourth sen-
tence, select the text As a new member, (including the comma).

On the Home tab, in the Clipboard group, click the Cut button . The
text is deleted from the paragraph and appears in the Clipboard task
pane, as shown in Figure 2-8.

Position the insertion point in the first paragraph at the beginning of the
second sentence (it begins with We think you’ll be pleased...).

In the Clipboard task pane, click As a new member,. The text is pasted
at the location of the insertion point.

Press Delete, and then type w. If there is no space between the comma
after the word member and the word we, press the left arrow key, and
then press the spacebar.

Position the insertion point in the first paragraph at the beginning of the
fourth sentence (it begins with you can take advantage). Type At, and
then press the spacebar.

In the Clipboard task pane, click Exercise World. If there is no space
between World and you, press the spacebar.

In the title bar at the top of the Clipboard task pane, click the Close but-
ton @ The task pane closes.

Save your changes to the document. Leave it open for the next Step-by-Step.

Using the Find and Replace Commands

Find and Replace are useful editing commands that let you locate specific words in a
document quickly and, if you wish, change them instantly to new words. Both com-
mands are located in the Editing group on the Home tab.

@

You can clear the Office Clipboard
by clicking Clear All at the top of
the Clipboard task pane, and you
can paste all of the items on the
Office Clipboard at once by click-
ing Paste All.

—L WARNING

Clicking the Paste button or
pressing Ctrl+V pastes the
contents of the system Clipboard
into the document, not the con-
tents of the Office Clipboard.
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Finding Text with the Navigation Pane

When you click the Find button, the Navigation pane appears on the left side of the
program window, as shown in Figure 2-9. The tab whose ScreenTip is “Browse the
results from your current search” is selected. To find every occurrence of a specific
word or phrase in a document, click in the Search Document box in the Navigation
Pane, and then type the word or phrase. All of the occurrences of the text for which
you are searching appear in a list in the Navigation pane, and they are highlighted in
yellow in the document. If you continue typing in the Search Document box, the list
and highlighting change to match what you type.

Click to open TH5 0O :
the F”"]d Opt|ons Home Inzert Fage Layout Reterences Mallings Reviews View R !
T po . " g 1 e 38 Fnd - .
dialog box B, (PR R AT anbbceb | hsgbceoe AaBbC Aambee || A AN Find button
Faste 7 B I U~ x x' 1Marmal | TMoSpad.. Headingl Heading2 ;E;r‘:e :Snol-
e 3 e
Clipboard Font Styles a Editng
earc e — - fid S
Mavigation rx )
Document box =
wierise e
4 matches
Browse the results || ;.= e
H |35 5
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e exeiiise May13, 20039
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Sni ppets ) o e cnice a7Bradicedst. Y =
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Pleasecontact-meifyou-haveany-questions. |
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1
¥
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FIGURE 2-9 Navigation Pane after searching for text

The highlighting and the list of items in the Navigation Pane matches the exact
text you type in the Search Document box, even if it’s in the middle of another
word. For example, you can find the word al/ or any word with all in it, such as fall,
horizontally, or alloy. Find also ignores capitalization when finding words. For
example, if you search for run, the list of results will include Run as well as run.

You can make your search more specific. Click the small arrow on the right end
of the Search Document box in the Navigation Pane. (The ScreenTip identifies this
as the “Find Options and additional search commands” button.) Click that button,
and then click Options on the menu that appears to open the Find Options dialog
box. The options in this dialog box are described in Table 2-2.
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TABLE 2-2 Find options

OPTION DESCRIPTION

Match case Searches for words with the same capitalization as the text that you type.

Find whole words only Finds only the exact word or phrase you entered in the Find what box. (For
example, choose this option if you want to find the word a/l, but not words with all
in them, such as fall, horizontally, or alloy.)

Use wildcards Makes it possible to search for words using wildeards, which are special char-
acters that represent other characters. The most common wildcards are ? (the
question mark), which represents any one character, and * (the asterisk), which
represents any number of characters. For example, a?? finds all three-letter words
that begin with the letter a, including all and ask, and a* finds all words of any
length that begin with the letter a, including all, apple, or arithmetic.

Sounds like Locates homonyms—words that sound alike but are spelled differently.

(English) For example, if you type the word so, Word would also find the word sew.

Find all word forms Finds different forms of the entered word. For example, if you search for the word
(English) run, Word would also find ran, runs, and running.

Highlight all Highlights all the found words in the document. This is selected by default.
Incremental find Finds the text as you type. This is selected by default. If you deselect this, you

need to click the Search button in the Search Document box in the Navigation
Pane to find the text.

Match prefix Finds words that begin with the text you type in the Search Document box.

Match suffix Finds words that end with the text you type in the Search Document box.

Ignore punctuation Finds words that match the text in the Search Document characters box, but

characters ignores any punctuation in the words in the document. For example, if you type
its in the Search Document box, it will find it’s as well as its.

Ignore white-space Finds text that matches the text in the Search Document box even if there is a

characters space between some of the characters in the document. For example, if you type

Maryellen in the Find what text box, it will also find Mary Ellen.

Step-by-Step 2.7

1. On the Home tab, in the Editing group, click the Find button. The
Navigation Pane appears. The insertion point is blinking in the Search

Document box at the top of the Navigation Pane.

2. Type exercise. All four instances of the word exercise are highlighted in
the document, and the four snippets of text containing the word appear
in the Navigation Pane.

3. |If necessary, drag the scroll box in the vertical scroll bar up until you
can see all four instances of highlighted text in the window, similar to
Figure 2-9.
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4. In the Navigation Pane, click the top snippet. The first highlighted word
in the document is selected.

5. In the Navigation Pane, click in the Search Document box. The text in
the box is selected.

6. Press the right arrow key, press the spacebar, and then type w. One of the
snippets in the list in the Navigation Pane is removed, the yellow high-
lighting disappears from the instance of the word exercise in the docu-
ment that is not followed by a space and the letter w, and the highlighting
on the other three instances is extended to the Win the word World.

7. Click anywhere in the document, and then press Ctrl+Home to move the
insertion point to the beginning of the document.

8. In the Navigation Pane, click the Close button E‘ The Navigation
Pane closes.

9. Save the document, and leave it open for the next Step-by-Step.

Replacing Text

If you want to replace text you find with other text, you can use the Replace com-
- TIP mand. To do this, click the Replace button in the Editing group on the Home tab to
open the Find and Replace dialog box with the Replace tab selected, as shown in
Figure 2-10. To replace a word or phrase, type it in the Find what box, and then
type the replacement word or phrase in the Replace with box. The Find what box has
the same purpose as the Search Document box in the Navigation Pane. The replace-
ments can be made one at a time by clicking Replace, or all at once by clicking
Replace All. To make the search more specific, click More to see the same options
that appear in the Find Options dialog box.

You can use the Find tab in the
Find and Replace dialog box to find
occurrences of a word or phrase.

Replace tab rFind and Replace M
Type text to find here ik Recoce: [uGade ﬂlsigntc?ersegmee if!xt
Find what: lexerdse E| in the Find what box

Type replacement text here

Replace with: | fit E[
Click to replace the selected
instance of the text in the

Find what box and then | Repiace | [ Replaceal | [ Endiext | [ cancel |
jump to the next instance —

FIGURE 2-10 Replace tab in the Find and Replace dialog box
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Step-by-Step 2.8

1.

10.

On the Home tab, in the Editing group, click the Replace button. The
Find and Replace dialog box opens with the Replace tab selected. The
text you typed in the Search Document box in the Navigation Pane,
exercise w, appears in the Find what box in the dialog box.

Click in the Find what box to the right of the w, and then press Backspace
twice to delete the w and the space after exercise.

Click in the Replace with box, and then type fit. See Figure 2-10.

Click Find Next. The first instance of the word exercise is selected in
the document.

Click Replace. The selected word is replaced with fif, and the next
instance of the word exercise is selected. Notice that the first letter of
the word fit was automatically changed to an uppercase letter to match
the case of the word it replaced. Also note that because this instance
of the word exercise was formatted in blue and italics, the replacement
word is formatted in the same way. The instance of the word exercise
that is now selected should not be replaced with fit.

Click Find Next. The next instance of exercise is selected.

Click Replace. The selected text is replaced with the word fit and the
next instance of exercise is selected. Click Replace to replace this
instance of the word. A dialog box opens telling you that Word has com-
pleted its search of the document.

Click OK to close this dialog box. The Find and Replace dialog box is
still open.

Click Close. The Find and Replace dialog box closes.

Save your changes to the document, and leave it open for the next
Step-by-Step.

Using the Go To Command

One of the quickest ways to move through a long document is to use the Go To com-
mand. Go To allows you to jump to a specific part of a document. On the Home tab,
in the Editing group, click the arrow next to the Find button, and then click Go To
on the menu. The Find and Replace dialog box opens with the Go To tab on top. See

@r

To replace all instances of the Find
what text with the Replace with
text, click Replace All. But watch
out for replacements of words that
contain the text you are replacing
rather than whole words.
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Figure 2-11. In the Go to what list, select the type of location you want to move to,
and then enter the corresponding number or other information in the box on the right.
After you click Next, Word moves the insertion point to the location you specified.

[ ™
Go To tab Find and Replace 2 e
% Type number here
Find | Replace | GoTo
Type of
location Gt Enter page number:
to £2 o =| Enher +and — to move relative to the current location. Example: +4 will :
move forward four items,
’ Previous ] [ Mext ] ’ Close l
; A

FIGURE 2-11 Go To tab in the Find and Replace dialog box

Step-by-Step 2.9

1. On the Home tab, in the Editing group, click the arrow next to the Find
button. Click Go To. The Find and Replace dialog box appears with the
Go To tab on top, as shown in Figure 2-11.

2. Inthe Go to what box, click Line. The box to the right of the Go to what
box changes to the Enter line number box.

3. Click in the Enter line number box, and then type 10.
Click Go To. The insertion point jumps to the tenth line in the document
(the paragraph above the closing, which begins Please contact me...).

Click Close. The Find and Replace dialog box closes.

Save your changes to the document, and leave it open for the next
Step-by-Step.

Identifying the Number of Words in a

Document or Selection

As you type and edit a document, you may want to know how many words it con-
tains. The number of words in a document appears in the status bar and is updated as
you type. If you select text, the status bar displays the number of words in the selec-
tion. You can also find out the number of characters, paragraphs, and lines in a docu-
ment by opening the Word Count dialog box. To do this, you can click the number of
words in the status bar, or you can click the Review tab on the Ribbon, and then, in
the Proofing group, click the Word Count button. See Figure 2—-12.

Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



LESSON 2 Basic Editing

Review tab

'-hm;e. Inzert Page Layout Reterences \dalllnﬂf " Rew
[l Research a3 Y o [ B N Final Show Markup +| e Bk Rejed - E. . N9
Ay 3 Theszures &‘ ﬁ- d & Frevic =""} ;snnwmnmpv 17 & Prewtaus ﬂ ) —&' L'P!-‘
TR o | " IS s ol ElReveamne T g | ST (o
Froofing J lam:ua_(: Cs ent I'atkll:!c 2 -._nam.:_s Compare Prate_tt Cmnelote.
Word Count button &
May13,:20131 .
Word Count dialog
Karen-Desimonet i isti
47 Bradford-5t9] Word Count ] box with statistics
Salem, R1-029229 - || __for selected text
Pag 1
Dear Ms.-Desimone:§ | w:v:; 3
| L’m;(m:l spaces) &
Welcome-to-FitWorld!-Asanew E:(a—'a:las ) 1? th-all-of the-exercise- programs- .
our-club-has-to-offer. We-are-the-hl| Lines i ije.- At-Fit-Worldyoucan-take:
advantage-of-ourmany-programs, §) [¥]indude tecbases, fromates and endrates | Ban ol the-use-of-a-personal-
Number of words i g
currently selected '
Y Please:contact-me-ifyou-h; y qm.ﬂ
Sincerely,1 Total number of
5 words in the
. document
Click here to open 1
the Word Count P
dia|og box Fit-Worldy 7
:;‘::m‘; ‘Wonds: 3784 I\ip | |[Blem s = =l L) (]

FIGURE 2-12 Word count on the status bar and in the Word Count dialog box

1. Scroll up so that you can see all the text in the document. Look at the

word count in the status bar. The document contains 84 words.

2. Select the entire salutation (Dear Ms. DeSimone:). The word count indi-
cator in the status bar shows that three out of a total of 84 words are
selected in the document.

3. In the status bar, click the word count indicator. The Word Count dia-
log box opens, as shown in Figure 2-12. Because text is currently
selected, this dialog box displays information about the selected text.
The selected text consists of 16 characters if you don’t count spaces,
and 18 if you do.

4. In the dialog box, click Close. The Word Count dialog box closes.

5. Deselect the text in the document.

6. On the Ribbon, click the Review tab. In the Proofing group, click the Word
Count button. The Word Count dialog box opens again. Because no text
is selected, it tells you that the document contains 383 characters not
including spaces, 458 characters if you do count the spaces, 10 para-
graphs, and 15 lines. (Remember that a new paragraph is created every
time you press Enter.) Because you might have inserted or removed a
space when you cut or copied text, the character count with spaces in the
dialog box on your screen might be slightly higher or lower than 458.
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Click Close. The Word Count dialog box closes.

On the Ribbon, click the Home tab. In the Paragraph group, click the
Show/Hide T button W The button is deselected, and the formatting
marks disappear from the screen.

9. At the bottom of the document, select the name Josh Levasseur, and

then type your name.

10. Save, print, and close the document.

SUMMARY

In this lesson, you learned:

You can select blocks of text to perform operations on the
entire block of text at once, such as cutting, copying, and
pasting.

The Show/Hide | command allows you to view hidden for-
matting marks. The Show/Hide { button is a toggle command,
which means you can turn the feature on or off.

You can change the space before and after a paragraph by
using the Line and Paragraph Spacing button in the Paragraph
group on the Home tab.

You can undo recent actions by using the Undo command.
When you click the arrow next to the Undo button, a list of
your recent actions appears. You can redo an action using the
Redo button and repeat an action using the Repeat button.

You can drag selected text to a new location in the document.
You can press and hold the Ctrl key to copy the selected text
rather than move it when you drag.

You can send text to the Clipboard by using either the Cut or
Copy command. You can paste text stored on the Clipboard by

B VOCABULARY REVIEW

using the Paste command. If you want to collect more than one
item at a time to paste, you can use the Office Clipboard.

The Find command opens the Navigation Pane with the
“Browse the results from your current search” tab selected. You
type a word or phrase in the Search Document box to highlight
every instance of the word in the document and display a list of
snippets containing the word in the Navigation Pane.

The Replace command opens the Replace tab in the Find and
Replace dialog box, finds the next occurrence of the word or
phrase for which you are searching and replaces it with the
word or phrase you type in the Replace with box.

The Go To command moves the insertion point to a part of the
document that you specity.

You can see the number of words in a document or a selection
by checking the status bar. You can see the number of charac-
ters, paragraphs, and lines in a document or selection by open-
ing the Word Count dialog box.

Define the following terms:

Clipboard drag-and-drop
copy format

cut Oftice Clipboard
drag paste
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B REVIEW QUESTIONS
TRUE / FALSE

Circle T if the statement is true or F if the statement is false.

T F 1. You can hide formatting marks.
You can undo more than one action at a time.
You can remove the extra space that normally appears after a paragraph.

2
3
4. The Office Clipboard can store up to 48 items.
5

N
- o o

The only way to find out how many words are in a document or selection is to open the Word Count dialog box.

WRITTEN QUESTIONS

Werite a brief answer to each of the following questions.

1. How do you use the keyboard to select text?

2. How do the Cut and Copy commands differ?

3. Describe how to move and copy text using drag-and-drop.

4. Describe the Paste Options button and how to use it, including how to preview the effects.

5. Which dialog box contains the Go To tab?

Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.




FILL IN THE BLANK

Complete the following sentences by writing the correct word or words in the blanks provided.

1.

S

The
The

To jump to a specific part of a document, use the

Commands that turn a feature on or off are known as

INTRODUCTORY Microsoft Word Unit

is a special clipboard on which you can collect up to 24 selections.

opens when you click the Find button in the Editing group on the Home tab.

command.

To automatically replace a word or phrase with another one, use the

B PROJECTS

commands.

command.

If you have a SAM 2010 user profile, your instructor may have assigned an autogradable version of the indicated project. If so, log into the SAM
2010 Web site at www.cengage.com/samZ2010 to download the instruction and start files.

PROJECT 2-1

1.

10.

2 e = ey B g B

Open a new Word document. Show hidden formatting marks.
Remove the space after the current paragraph.

Type the list of commonly misspelled words shown below.
Committee

Occurrence

Occasional

Collectible

Received

Jewelry

Correspondence

Judgment

Absence

Accommodate

Type Until below Occurrence.

Undo the last action. The word Until disappears.

Redo the undone action. The word Until reappears.

Use the Go To command to move the insertion point to line 5.
Use the drag-and-drop technique to alphabetize the word list.
Hide formatting marks.

Press Ctrl+End, press Enter twice, and then type your name.

Save the document as Spelling List followed by your initials.
Print and close the document.

PROJECT 2-3

1.

2.
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Open the Web Site.docx Data File. Save the file as Web Site
Tips followed by your initials.

Highlight all instances of the word sight in the document. Replace
them with the word site. There should be 10 replacements.

10.

11.

. Use

PROJECT 2-2

. Open the Workshop.docx Data File. Save the document as

Workshop Checklist followed by your initials.

. Show hidden formatting marks.
. Use the Go To command to move the insertion point to line 2.

. Type the following sentence at the beginning of line 2:

We are pleased that you have applied to be part of the
Summer Language Workshop at Granville University.

the drag-and-drop technique to move the line
Nonrefundable $15 application fee to the end of the checklist.

. Select the entire document. Copy the selection to the Clipboard.

. Press Ctrl+End to move to the end of the document. Paste the

contents of the Clipboard. Press Backspace to remove the sec-
ond blank paragraph at the end of the document.

. Use the Find command to find all instances of the word items.

Then change the word you are looking for to necessary. Close
the Navigation Pane.

. Use the Replace command to replace all instances of the word

necessary with needed.

Jump to the end of the document, and then type your name in
the blank paragraph at the end of the document. Hide format-
ting marks.

Print, save, and close the document.

. Make the insertions and deletions indicated by the proof-

reader’s marks in Figure 2—13.

. Display formatting marks. Move to the blank paragraph below

tip number 6, type Document word count:, press the space-
bar, and type the number of words currently in the document.


http://www.cengage.com/sam2010

LESSON 2 Basic Editing

5. Remove the space after the current paragraph, and then press

Enter. Type Introductory paragraph word count:, and then
press the spacebar.

. Create another paragraph. Type Introductory paragraph
character count with no spaces:, and then press the spacebar.

WD 47

. Determine the number of characters without counting spaces,

in the introductory paragraph, and then type this number after
the phrase you typed in Step 6.

. Add space after the last paragraph, press Enter twice, and then

type your name. Hide formatting marks.

7. Select all of the text in the introductory paragraph, and deter-
mine the number of words in the selection. Move to the end of
the document, and then type this number after the phrase you
typed in Step 5.

10. Save, print, and close the document.

Publicizing Your Web Site

If your company has a Web site, it needs to be publicized so that people will visit

it. Here are tips for publicizing your site.
six

1. Submit the URL to as many search engines as possible.

as many .
2. Submit the URL to,Internet directoriesA.as possible

other, related
3. Trade links with, Web sites. For example, you could ask the owners of the

Business Electronics Online site to add a link to your page, and you can add a
link on your Web site to theirs.

4. Advertise your site online by sponsoring a Web page or purchasing advertising
space on arelevant Web site.

5. Send -eut%ress releases to newspapers, television stations, radio stations, and
magazines announcing your site and any unique information or services it
provides consumers.

of
6. Print the URL—e#—y&u-r—si—t—e%n all,your business correspondence including
business cards, letterhead, and brochures. Also include the URL in any printed

or broadcast advertising.

FIGURE 2-13
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PROJECT 2-4

1.

10.

11.

Open the Tournament.docx Data File. Save the document as
Tournament Notice followed by your initials.

Display formatting marks. Position the insertion point in the
blank paragraph between the document heading and the first
paragraph. Type the following:.

Where: Forest Hills Golf Club

When: August 10-11

Time: Tee times begin at 8:00 a.m.

Cost: $50 entry fee per person

Select the first three lines you typed (from the line staring with
Where through the line starting with Time). Remove the space
after these paragraphs.

Select the word Where. Type Location.
Undo the change you made in Step 4.

Open the Office Clipboard. Cut the four lines you typed at the
beginning of the document. Cut the last sentence in the first
paragraph.

Copy all the text in the heading, but do not copy the paragraph
marker in the paragraph.

Paste the four lines you typed below the paragraph in the docu-
ment. Paste the For more information sentence in a paragraph
below the four lines you typed.

Paste the heading at the end of the first sentence in the docu-
ment, after Sixth Annual. Use the Paste Options button to
match the format of the first paragraph. Close the Clipboard
task pane.

Use the Find command to find the text Robert Shade, and then
replace it with your name. Close the Navigation Pane.

Hide formatting marks. Save, print, and then close the document.

B CRITICAL THINKING

INTRODUCTORY Microsoft Word Unit

PROJECT 2-5

1.

Open the Interview.docx Data File. Save the document as
Interview Preparation followed by your initials.

Replace all instances of the word notes with the word
information. You should have two replacements.

Use the Find command to find the word these. Select the word
these, and then type this. Close the Navigation Pane.

In the second paragraph, in the first line, cut the text be sure to.
Use the Repeat command to cut the second paragraph.

Paste the paragraph you just cut below the last paragraph in the
document.

At the end of the document, type your name in the empty
paragraph.

Save, print, and close the document.

ACTIVITY 2-1

Work with a classmate to create a new Word document listing quali-
ties employers look for in a job applicant. Some examples are a
person who is responsible, detail-oriented, and cooperative. Then,
each of you create another document, and list a personal inventory
of your strengths and weaknesses as a potential applicant for a job
of your choice.
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ACTIVITY 2-2

A coworker asks you the following questions about using the
Office Clipboard to copy and paste items. Use Help to answer the
questions.

1.

Can I use the Office Clipboard without displaying the
Clipboard task pane?

Is there another way to display the Office Clipboard?

How do I delete an item from the Office Clipboard? How do I
delete all the items from the Office Clipboard?



Estimated Time:

1 hour

LESSON 3
Helpful Word Features
® OBJECTIVES m VOCABULARY
Upon completion of this lesson, you should be able to: AutoComplete
®m  Use AutoCorrect. AutoCorrect
= Use AutoFormat As You Type. AutoFormat As You Type
m  Create, insert, and delete Quick Parts. automatic grammar checking
m  Use AutoComplete. automatic spell checking
® Insert the current date and time. building block
®  Check the spelling and grammar in a document. contextual spell checking
®m  Use the Thesaurus. format
®  [nsert symbols. Quick Part

Thesaurus

WD 49
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Using Automatic Features

Word provides many helpful features and commands. For example, as you type,
some types of errors correct automatically, and some text is formatted automatically.
You can also take advantage of a feature that completes the month names and the
days of the week after you type a few letters, or you can simply insert the current
date using a button on the Ribbon. If there’s text you use all the time, you can save
the text as a special item that you can insert with a few clicks. Word provides a fea-
ture that checks the spelling and grammar in a document, and you can use a built-in
feature to find a synonym for a word. You can also insert symbols that aren’t on the
keyboard. In this lesson, you will learn how to take advantage of all of these features.

Understanding Automatic Features

Word provides many types of automated features that can help you create documents.
The AutoCorrect feature corrects errors as you type, and AutoFormat As You Type,
as the name implies, applies built-in formats as you type. You can create and use
Quick Parts to insert frequently used text. The AutoComplete feature “guesses” days
of the week and month names as you type, and then suggests the complete word.

Using AutoCorrect

D VOCABULARY AutoCorrect corrects common capitalization, spelling, grammar, and typing errors
AutoCorrect as you type. You can also customize AutoCorrect by adding or removing words or by
changing the types of corrections made.

Using AutoCorrect in a Document

When you type something that is in the AutoCorrect list, the automatic correction
occurs after you press the spacebar or Enter. For example, you can specify that when
you type the letters nyc, they will always be replaced with New York City. Or if you
start typing a new sentence after some ending punctuation, and you forget to capital-
ize the first letter of the first word in the new sentence, it will be capitalized auto-
matically when you press the spacebar.

Step-by-Step 3.1

1. Start Word. Open the Memo.docx Data File from the drive and folder
where your Data Files are stored. Save the document as Fall Classes
Memo followed by your initials. Ignore the words in the document that
are misspelled for now.

2. Position the insertion point at the end of the second paragraph in the
memo (immediately following the period after time).

3. Press the spacebar, type if, and then press the spacebar again. Notice
that as soon as you pressed the spacebar, the word if was capitalized
because the AutoCorrect feature recognized it as the first word in a new
sentence.
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4. Type the following (with the lowercase /i and the misspelled word
accomodate): possible, i will accomodate, and then press the spacebar.
AutoCorrect recognized that you meant to type / and automatically changed
it, and automatically corrected the misspelled instance of accommodate.

5. Type you. (Be sure to type the period.)

Save the document and leave it open for the next Step-by-Step.

Customizing AutoCorrect

You can add or remove words from the AutoCorrect list and change the AutoCorrect
options. To do this, you need to open the AutoCorrect dialog box. Click the File tab,
and then in the navigation bar, click Options. This opens the Word Options dialog
box. You can customize many Word features using this dialog box. Clicking a cat-
egory on the left side of the Word Options dialog box changes the commands dis-
played on the right side of the dialog box. To open the AutoCorrect dialog box, click
Proofing in the list on the left side of the dialog box. The right side of the dialog box
changes to display commands for customizing tools you use to help proofread your
document in Word. See Figure 3-1.

G 1 [ABC|
i :ij Change how Word corrects and formats your text.
Display
Practing ] AutoCorrect options
Save Change haw Word carrects and formats text as you type: | AutoCormrect Optlons..
Langlitge Whe: recti pelling in Microsoft Offic
: n comecting spelling in Micro: e programs
Proofing selected _a
m Ignore wards in UPPERCASE
Customize Ribbon [¥] tgnore words that contain mumbers
Quick Access Toolbar |:| Ignore Internet and file addresses
[¥] Flag repeated words
Add-Ins [C] entorce accented uppercase in French
Trust Center [] suggest from main dictionary anly
French mades:  Traditional and new spellings E‘
Spanish modes: | Tutea verb forms anly El

When correcting spelling and grammar in Word

[¥] Check spelling as you type

[¥] use contextual spelling

[¥] Mark grammar errors as you type
[¥] Check grammar with speliing
[] show readabliity statistics

Wiriting Style: | Grammar Only B Sqlinus..._]
[ checs Document |
Exceptions forn @ﬂ Documentl E|

|| Hige spenting errors in this document anly

71 _Hide arammar srrars in this document ook

-

Click to open the
AutoCorrect Options
dialog box

m

FIGURE 3-1 Proofing options in the Word Options dialog box
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AutoCorrect options
Possible misspelled

words appear in this column

Characters that represent a symbol

Correct spellings
appear in this column

@ EXTRA FOR EXPERTS

Click Exceptions in the
AutoCorrect dialog box to add
exceptions to the AutoCorrect
options. If you worked for a com-
pany whose name contained Ltd.
(the abbreviation for Limited), you
could add Ltd. to the Exceptions
list so that the next word is not
capitalized.
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On the right side of the dialog box, click AutoCorrect Options. The AutoCorrect
dialog box opens with the AutoCorrect tab on top, as shown in Figure 3-2. The check
boxes at the top of the tab control the AutoCorrect options. Commonly misspelled or
mistyped words are listed in the box at the bottom of the tab. The correct spellings that
AutoCorrect inserts in the document when you press Enter appear on the right side of
the list. Notice in the figure that the first few items listed in the box are not misspell-
ings but are characters that represent a symbol. If you type the sequence of characters,
AutoCorrect automatically inserts the symbol in place of the characters.

-
U (E)

0] 1€

(im) | 2

@ ™y
AutoCorrect: English (U.5.) uﬂ
| AutoFormat | Actions
AutoCorrect | Math AutoCarrect | AutoFormat As You Type
[¥] Show AutoCorrect Options buttons
[¥] Correct TWo INitial CApitals Exceptions. ..

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

[¥] correct accidental usage of cAPS LOCK key Symb0|s that automatical |y
replace characters in

Replace text as you type the left column

Replace: With: @) Plain text Formatted text

‘ Automatically use suggestions from the spelling checker

o ] [omel ]

FIGURE 3-2 AutoCorrect tab in the AutoCorrect dialog box

You can also open the AutoCorrect dialog box using the AutoCorrect Options
button. When you position the pointer over text that has been automatically cor-
rected, a small blue box appears just below the first character in the word or below
the symbol. When you point to the box, it changes to the AutoCorrect Options but-
ton. You can click the AutoCorrect Options button to open a menu of commands for
changing the AutoCorrect action. Click Control AutoCorrect Options to open the
AutoCorrect dialog box.



LESSON 3 Helpful Word Features

Step-by-Step 3.2

1.

Click the File tab, and then in the navigation bar, click Options. The
Word Options dialog box opens.

In the list on the left, click Proofing. The commands for customizing
proofing tools in Word appear in the right side of the dialog box, as
shown in Figure 3-1.

On the right side of the dialog box, click AutoCorrect Options. The
AutoCorrect dialog box opens, as shown in Figure 3-2.

In the Replace box, type your initials. If the list under the Replace
box scrolls and displays an entry that is the same as your initials, add
another letter to your initials.

Press Tab to move to the With box. In the With box, type your name.
Near the bottom of the dialog box, click Add. AutoCorrect is now cus-
tomized with your name.

Click OK to close the AutoCorrect dialog box, and then click OK to close
the Word Options dialog box.

In the memo, next to the word From:, select David Chofsky. Type your
initials, and then press the spacebar. AutoCorrect replaces the initials
with your name.

Move the pointer on top of your name. A small blue box appears below
the first part of your name. Point to the blue box. The box changes to
the AutoCorrect Options button.
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FIGURE 3-3
AutoCorrect Options button in a

document .
You might not see

the Developer tab
on your screen

Your name and
initials appear here

AutoCorrect
Options button

@ e

To quickly jump to an item in the
list, start typing it in the Replace
with box.

D VOCABULARY
format
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9. Click the AutoCorrect Options button . A menu opens, as shown in
Figure 3-3. The top two commands on the menu allow you to undo the
correction or stop making that particular type of correction. The last

command opens the AutoCorrect dialog box.

a

Homs | Insert  Pagelayout  References  Mallings  Revew  View - Developer

™ = Sl 5 T s | $4 Fnd -
[ T SO FE U T padoceb | natocede| AaBbC AaBbee | A
=

=1 3o Replace
Faste B I U -k x5 - A - - Tharmal [T MoSpac..| Headingl —Heading2 Change :
e = = == | “| Stytes» | La Sesect -

Editing

Clipboard T Fafit faragraph 3 Stybes

Jr R

T
ot

Memo oigion 574 ‘

Toi Al Employes
From: Studeni Mame

Re: . # 7ig Classes
Date: ¥ Changebackto SN
Shop Lutomatically Carmscting S0
Iwants | = eon0l AutoComect Options gclasses will be starting. | expect all instructors to be

at the school 30 minutes Before thelr class starts. Make sure you are wearing your "David's
Driving Schocl” polo shirt.

If you need a day off, let Chantal Thomas know at least three weeks ahead of time. If possible, |

will accommadate you.

When your students arrive, please check them in according ta the following procedure:

Gl we wd

eageilotl | Wordnss | oB | PO EEE e 0

10. On the menu, click Control AutoCorrect Options. The AutoCorrect dialog
box opens with the AutoCorrect tab on top.

11. In the list at the bottom, scroll down until you see your initials. (Note
that the list is organized so that the Replace column is in alphabetical
order.)

12. |In the list, click your initials. The whole line is selected. Below the list,
click Delete. Your initials and your name are removed from the list.

13. Click OK to close the AutoCorrect dialog box. Save the document and

leave it open for the next Step-by-Step.

Understanding Formatting

Formatting means to change the look of text. You can format specific words or entire
paragraphs. Examples of text formatting are adding bold, italics, or underlining to
words to emphasize them. Examples of paragraph formatting are indenting the first
line of a paragraph or double-spacing the lines of text in a paragraph. A paragraph
format can also include text formatting. For example, a paragraph format for head-
ings (like the preceding “Understanding Formatting” heading) can include extra
space above and below it (paragraph formatting), as well as formatting the text as
blue and in a larger font size.
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Using AutoFormat As You Type

The AutoFormat As You Type feature automatically applies built-in formats to text
as you type. In a new paragraph, for example, if you type the number / followed by
a period, and then press Tab, Word assumes that you are trying to create a numbered
list. The AutoFormat As You Type feature changes the text you just typed and the
new paragraph you just created to the List Paragraph Quick Style and formats it as
a numbered list. If you type something in the list, and then press Enter, the number
2 followed by a period and a tab space is automatically inserted on the next line.
Another example of text automatically formatted by the AutoFormat As You Type
feature is certain fractions. For example, when you type 1/2, it changes it to V2.

You can choose which automatic formatting options you want to use on the
AutoFormat As You Type tab in the AutoCorrect dialog box, shown in Figure 3—4.

-
AutoCorrect M

AutoFormat | Actions
AutoCorrect | Math AutoCorrect | AutoFormat As You Type

Replace as you type
[¥] "straight quotes” with “smart quotes” [¥] ordinals (1st) with superscript
[¥] Fractions (1/2) with fraction character (¥2) [¥] Hyphens (--) with dash (—)
[] *Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Apply as you type
[#] automatic bulleted lists [¥] Automatic numbered lists
[¥] Border lines [¥] Tables
[ Built-in Heading styles

Automatically as you type
[¥] Format beginring of list item like the one before it
[#] set left- and first-indent with tabs and backspaces
[ Define styles based on your formatting

FIGURE 3-4 AutoFormat As You Type tab in the AutoCorrect dialog box

D VOCABULARY
AutoFormat As You Type

Step-by-Step 3.3

1. On the Home tab, in the Paragraph group, click the Show/Hide
button . Formatting marks appear in the document. (Remember, this
button is a toggle button, so if you don’t see formatting marks in your
document, click the button again to select it.) This will make it easier to
see AutoFormat As You Type in action.

2. Press Ctrl+End to position the insertion point in the blank paragraph
below the last paragraph. Type 1., and then press Tab. Pressing Tab
moves the insertion point to the right approximately one-half inch. The
formatting mark that indicates a tab is an arrow that points to the right.
The AutoCorrect Options button appears to the left of the text you typed.
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3. Point to the AutoCorrect Options button @. [t changes to the same
AutoCorrect Options button you saw earlier. Click the AutoCorrect
Options button to open the menu. The second command on the
menu identifies the type of automatic correction that was made; in this
case, the paragraph was changed to a numbered list. On the Ribbon, you
can see in the Paragraph group that the Numbering button is selected.

4. Press Esc to close the AutoCorrect Options menu without choosing a
command. You want to create a numbered list.

5. Type Check each student’s name on the class list. Press Enter. Because
this text is formatted as a numbered list, the number 2 followed by a
period and a tab mark automatically appear on the next line. The inser-
tion point is blinking in the new line after the tab mark.

6. Type On the 1st. Press the spacebar. When you press the spacebar,
AutoFormat As You Type changed st to superscript—text that is formatted
much smaller than the rest of the text and raised up to the top of the line.

7. Type day of class, check the list from the accounting office to see if the
student has paid for the class. When this line wraps, the second line is
automatically indented so that it aligns with words after the tab mark in
the line above it. This formatting is part of the numbered list style.

8. Press Enter. The next line is formatted as part of the numbered list.
Type Give any student who has not paid a green slip, and then send him
or her to the office. Press Enter. The fourth item in the list is created.

9. Press Enter again. Because you didn’t type any text as part of the fourth

@ EXTRA FOR EXPERTS item, the item is removed, the numbered list is ended, and the insertion

To change the paragraph from a point moves back to the left margin.
numbered list to normal text, you

also can click the Normal button in
the Styles group on the Home tab. site at www.davidsdriving.biz. Press Enter. A new paragraph is created

10. Type If you have any questions, refer to the Instructor’s page on our Web

and the Web page address you typed (www.davidsdriving.biz) is format-
ted in blue and underlined. In addition, it is changed to a hyperlink to
that Web site on the Internet.

11. Position the pointer over the blue underlined text. A ScreenTip appears

I telling you to press Ctrl and click to follow the link (which means to
WARNING jump to that Web page on the Internet). The small blue AutoCorrect box
The Web page address that you appears just below the beginning of the URL.
typed is not the address of a real ) .
Web page, so following the link 12. Point to the blue AutoCorrect box. The AutoCorrect Options button
will open a dialog box telling appears. Click the AutoCorrect Options button @, and then click
you that the page could not be

Undo Hyperlink on the menu. The link is removed and the text is no
opened.

longer formatted as blue and underlined.
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13. On the Home tab, in the Paragraph group, click the Show/Hide 11 button
to turn formatting marks off, and then save the document and leave it
open for the next Step-by-Step.

Using Quick Parts

Building blocks are document parts that are stored and reused. Quick Parts are ) \yoCABULARY
building blocks you create from frequently used text, such as a name, address, or  pyjlding block
slogan, and then save so that you can access them by clicking the Quick Parts button .

. Quick Part

in the Text group on the Insert tab.

Creating and Inserting a Quick Part

To create a Quick Part, select the text that you want to save as a Quick Part. Click the
Insert tab on the Ribbon, and then, in the Text group, click the Quick Parts button.
The Quick Parts menu opens. If any Quick Parts are stored on your computer or in
your document, they will appear at the top of this menu. On the menu, click Save
Selection to Quick Part Gallery. The Create New Building Block dialog box opens,
as shown in Figure 3-5.

Create New Building Block (2 [t .

e R Type a name for the Quick Part here
MName: .My MName SN

Gallery: | Quick Parts

Category: General E

Description:

Savein: Building Blocks. dotx E|
Options: Insert content only E|

o] e

S — -_—— -

FIGURE 3-5 Create New Building Block dialog box

The first few words of the selected text appear as the default name for the Quick
Part in the Name box. You can change this name if you want. Click OK to save the
Quick Part. After you create a Quick Part, it appears at the top of the Quick Parts menu.

Step-by-Step 3.4

In the From line in the memo header, select your name.

2. On the Ribbon, click the Insert tab. In the Text group, click the Quick
Parts button, and then click Save Selection to Quick Part Gallery. The
Create New Building Block dialog box opens.
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3. Inthe Name box, type My Name followed by your initials. You don’t need
to click in the box first because the text in the Name box is selected
when the dialog box appears, and your typing automatically replaces the
selected text.

Click OK. The dialog box closes.

5. In the first line of the second paragraph in the memo, select the text
Chantal Thomas. Press Delete to delete her name.

6. On the Insert tab, in the Text group, click the Quick Parts button. The
Quick Part you created appears at the top of the menu, similar to the
one shown in Figure 3-6. |f other My Name entries appear on this menu,

scroll down until you see the one you created.

e Quick Part name

Wiew  Developer ]

FIGURE 3-6 _

QL”Ck Parts menu () Coverpage = = | _J_J-.a L'-l o) i. el B, Bypertink 4 Hesdar - A | & QuikPaits < [ Signatuse i@~ T Equation -
i 1 ank Page . ) o ~ =l [’_r-i jcokmark acter = e
with a new Quick Qe | B e, Sk B | AT | [ et
. Art i .

¥ Page Ereak iy Cross ceference | (5] Page Hui My Name SN

Part on it abies pustrations ks [

Review

Quick Part content

=
[ Cocument Froperty
= Flald...

i Building Blocks Organizer,..

Memo

]

E AutoTest 3 ’

To:  All Employes
From: Student Name
Re: spring Classes

Date: Today

at the school 30 minutes before their class starts. Make sure you are wearing your “David's
Driving School” pola shirt.

If you need a day off, let kmow at least three weeks ahead of time. If possible, | will
accommodate you.

When your students arrive, please check them in according to the following procedurs:

__ 1. Check each student’s name on the cass list. -
Page:lotl | Wordsilsa | % | 7 Bl = - 1w o

) wowd

7. Onthe menu, click the My Name Quick Part that you created. The menu
- | e
closes and your name appears in the document at the insertion point.

A Quick Part can consist of text 8. If there is no space between your last name and the word know, press
several paragraphs long and it can th bar 1o | "
also contain formatted text. € spacebar fo Insert a space.

9. Save the document and leave it open for the next Step-by-Step.

Deleting a Quick Part

To delete a Quick Part, you need to open the Building Blocks Organizer dialog box.
To do this, on the Ribbon, click the Insert tab. In the Text group, click the Quick Parts
button, and then click Building Blocks Organizer. The Building Blocks Organizer
dialog box opens, similar to the one shown in Figure 3-7.
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FIGURE 3-7 Building Blocks Organizer dialog box
As you see, Word comes with quite a few built-in building blocks. Building
blocks are organized into galleries. By default, the list is sorted alphabetically by @ EXTRA FOR EXPERTS

gallery name. You can sort the building blocks in this list by any of the column head-
ings in the dialog box. The Quick Part you created is stored in the Quick Parts gal-
lery. To see building blocks in the Quick Parts gallery, scroll down the list. To delete
a Quick Part, select it, and then click Delete.

You can use the built-in building
blocks just as you used the Quick
Part you created. Click a building
block in the list in the Building
Blocks Organizer dialog box, and
then click Insert. The building block
is inserted into the document.

Step-by-Step 3.5

1. On the Insert tab, in the Text group, click the Quick Parts button, and
then click Building Blocks Organizer.

2. If the list of building blocks is not sorted alphabetically by Gallery name
(you might see a few AutoText entries, and then two Bibliographies
entries, followed by several Cover Pages entries), click the Gallery col-
umn header.

3. Use the scroll bar to scroll down the list until you see Quick Parts in the
Gallery column. Locate the Quick Part you created. Remember its name
is My Name followed by your initials. Click the Quick Part you created
to select it.

@ EXTRA FOR EXPERTS

You can also click the Quick Parts
button, right-click the Quick

Part, and then click Organize and
Delete to open the Building Blocks
Organizer with that Quick Part
already selected.
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4. At the bottom of the dialog box, click Delete. A warning dialog box opens
asking if you are sure you want to delete the selected building block.

Click Yes. The selected Quick Part is deleted from the list.
Click Close to close the dialog box.

Save the document and leave it open for the next Step-by-Step.

Using AutoComplete

AutoComplete is a feature in Word that automatically completes the spelling of days
of the week and months of the year that have more than five letters in their names.
After you type the first four letters, AutoComplete suggests the complete word. For
example, if you type Febr, the word February appears in a ScreenTip above the
insertion point. Figure 3-8 shows an example of an AutoComplete suggestion. To
insert the suggested word, press Enter, and AutoComplete automatically inserts the
complete word for you. To ignore the suggested word, just keep typing.

Pagelayout  References  Mallings  Relew  View  Deweloper
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FIGURE 3-8 Inserting a day of the week with AutoComplete

Step-by-Step 3.6

1. In the first paragraph, at the end of the first sentence, position the
insertion point between the word starting and the period. Press the
spacebar.

2. Type Mond. A ScreenTip appears telling you to press Enter to insert
Monday, as shown in Figure 3-8.
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3. Press Enter to accept the AutoComplete suggestion. Monday appears in

the document.

4. Save the document and leave it open for the next Step-by-Step.

Inserting the Date and Time

You can easily insert the current date and time into a document. To do this, on the
Ribbon, click the Insert tab. Then, in the Text group, click the Date & Time button.
The Date and Time dialog box opens, as shown in Figure 3-9. Select one of the
available formats in the list. Some of the formats display only the date, and others
display the date and time.

Dates and times
shown are the
current date and
time, so your date
will probably differ

s

Date and Time

ER==)

N [ set As Default [

Available formats:

»

Tuesday, September 10, 2013
September 10, 2013
9/10/13

2013-09-10

10-5ep-13

9,10.2013

Sep. 10, 13

10 September 2013
September 13

Sep-13

9/10/2013 10:36 AM
9/10/2013 10:36:03 AM
10:36 AM

10:36:03 AM

10:38

10:38:03

Language:
English (U.5.) []

| Select to update
the date every
time the document
is opened

7| Update automatically

ok | [ Cancel

-

= = —_—

— ——

FIGURE 3-9 Date and Time dialog box

If you want to display the current date whenever you open the document, you
would click the Update automatically check box to select it. For example, if you
create a template or a report on a regular basis, you would probably want to have
the current date displayed each time you opened the document. If you want a date
inserted in the document to always show the date you inserted it, leave the Update
automatically check box unselected. For example, when you create a letter or memo,
you would want the date to remain unchanged for record keeping purposes.

Step-by-Step 3.7

1. In the Date line in the memo header, select the text Today, and then

press Delete.

2. On the Insert tab, in the Text group, click the Date & Time button. The
Date and Time dialog box opens.
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automatic spell checking

contextual spell checking

automatic grammar checking

—‘— WARNING

The automatic spell checker
sometimes incorrectly identi-

fies words as being misspelled,
because the word is not in the
built-in dictionary. This frequently
occurs with proper names.

@ e

Although automatic grammar
checking is a helpful tool, you still
need a good working knowledge
of English grammar. The grammar
checker can identify a possible
problem, but you must decide if
the change should be made.
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3. Inthe Available formats box, click the third format, which shows today’s
date in a format similar to September 10, 2013.

4. |f the Update automatically check box has a check mark in it, click it to
remove the check mark. This will prevent the date from updating to the
current date every time this document is opened.

5. Click OK. The dialog box closes and the current date is inserted in the
letter.

6. Save the document and leave it open for the next Step-by-Step.

Checking Spelling and Grammar as
You Type

Word has the capability to identify misspelled or misused words or incorrect gram-
mar. Automatic spell checking flags words that might be misspelled by underlining
them with a red or blue wavy line immediately after you type them. A red, wavy
underline indicates Word cannot find that word in its built-in dictionary, which
means the word might be misspelled. A blue, wavy underline indicates a word that
might be misused. For example, if you type We came form the store, the word form
would be flagged with a blue, wavy underline as a word that might be misused. Word
identifies possible misusage by examining the context in which the word is used.
This feature is called contextual spell checking.

Automatic grammar checking examines your document for grammatical errors.
When it finds a possible error, the word, phrase, or sentence is underlined with a
green, wavy line. The automatic grammar checker looks for capitalization errors,
commonly confused words, misused words, passive sentences, punctuation prob-
lems, and other types of grammatical problems.

To correct a spelling, contextual, or grammatical error that has been identified
with a wavy underline, right-click the flagged word or phrase to open a shortcut
menu with a list of suggestions to replace the possible error. See Figure 3-10. Click
a suggestion on the shortcut menu to select it and replace the flagged word or phrase.
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FIGURE 3-10 Correcting a spelling error using the shortcut menu

Automatic spelling and grammar checking can be turned on and off or adjusted
in the Proofing section of the Word Options dialog box, as shown in Figure 3-11.
The options in the spelling and grammar section of the dialog box are described in
Table 3-1.

-

ABC
General !_‘J;‘J Change how Word corrects and formats your text.

Display

Pracfing AutoCorrect opfions
Save Change haw Waord carrects and formats text as you type: | AutoCarmect Gptians..

Language 2
When correcting spelling in Microsoft Office programs.

Advanced |
[¥] Ignore words in UPPERCASE

Customize Ribban [¥] 1gnore words that contain numbers
[¥] Tanore Internet and file addresses
[¥] Flag repeated words
Add-In:
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[] Suggest from main dictionary anly

check Spel li ng AT e
and grammar, French modes:  Traditional and new spellings | =

II’]C| ud|ng Spanish modes: _1:\5{_
contextual spelling

Quick Access Toolbar

When correcting spelling and grammar in Word

[¥] Check spelling as you type

Use contextual spelling

[¥] Mark gramemar errors a5 you type
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[T Show readabitity statistics

Writing Style: Gram!nal _Onlr Izl Seftings...
Recheck Document
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FIGURE 3-11 Proofing options in Word Options dialog box
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TABLE 3-1 Spelling and grammar options in the Word Options dialog box

OPTION ACTION

Check spelling as you type Flags possible misspelled words in the document with a red, wavy underline.

Use contextual spelling When checking the document for spelling errors, flags possible misused words
with a blue, wavy underline.

Mark grammar errors as Flags possible grammatical errors in the document with a green, wavy

you type underline.

Check grammar When checking the document for spelling errors, also checks for spelling

grammatical errors.

Show readability Opens the Readability Statistics dialog box when the spelling and statistics
grammar check is complete. The Readability Statistics dialog box provides
information about the reading level of the document.

Writing Style If you turn on the grammar checker, allows you to check for grammar errors
only or for writing style errors, such as use of the passive voice. The default is
to check for grammar only.

Settings Opens the Grammar Settings dialog box, in which you can select the grammar
and writing style rules the grammar checker uses as it checks the document.

Recheck Document Resets the spelling and grammar checker so that words you previously chose
to ignore will be flagged in the document again.

Step-by-Step 3.8

- 1. On the Ribbon, click the File tab, and then in the navigation bar, click
- Options. In the list on the left side of the Word Options dialog box, click

The options in the “When correct- Proofing. The right side of the dialog box changes to display options for
ing spelling in Microsoft Office
programs” section in the dialog box

customizing the proofing tools in Word.

apply to all Microsoft Office pro- 2. Inthe section labeled “When correcting spelling and grammar in Word,”
grams installed on your computer, the first four check boxes should be selected. If any of these check
not just to Word.

boxes does not contain a check mark, click it to insert a check mark.
Click OK to close the dialog box.

3. Press Ctrl+End. The insertion point moves to the end of the document.

Type the following sentences exactly as they appear here: If you have any
other questions, plese call me. If there are no answer, leave a detailed
message inn the voice mailbox. The three intentional errors are flagged
by Word with wavy underlines.

5. Right-click plese, the word flagged with a red, wavy underline indicating
a possible misspelled word. (Remember, right-click means to position
the mouse pointer over the word or words specified, and then click the
right mouse button.) A shortcut menu opens.
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6. With the left mouse button, click please on the shortcut menu. The
incorrect spelling is replaced with the correct spelling, and the red,
wavy underline disappears.

7. Right-click anywhere on the words are no answer. This phrase is flagged
with a green, wavy underline indicating a possible grammatical error. (If
the green, wavy underline is not showing, click in a different paragraph,
and then click in the sentence that you typed.)

8. On the shortcut menu that opens, click is no answer. This is the correct

@ EXTRA FOR EXPERTS

phrase to use in this instance. The incorrect phrase is replaced with the

correct phrase, and the green, wavy underline disappears. When you right-click a grammar
error, you can click Grammar on

the shortcut menu to learn more
that it might be used incorrectly in this context. about the grammar error that has
been identified.

9. Right-click inn, the word flagged with a blue, wavy underline indicating

10. On the shortcut menu that opens, click in. The incorrectly used word is
replaced with the correct word, and the blue, wavy underline disappears.

11. Save the document and leave it open for the next Step-by-Step.

Using the Spelling and Grammar Checker

In addition to checking your spelling and grammar as you type, you can use the
Spelling and Grammar dialog box to check a document’s spelling and grammar after
you finish typing. You can check an entire document or a selected portion of a docu-
ment. To do this, on the Ribbon, click the Review tab. Then, in the Proofing group,
click the Spelling & Grammar button. The Spelling and Grammar dialog box opens,
displaying the first flagged error identified in the document.
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The options in the Spelling and Grammar dialog box change depending on
the nature of the current error. When a spelling error is detected, the Spelling and
Grammar dialog box appears similar to the one shown in Figure 3-12. When a con-
textual spelling error is detected, the dialog box that appears is the same as the one
shown in Figure 3—12, but only the Ignore Once and Change commands are avail-
able. When a grammar error is identified, the Spelling and Grammar dialog box

appears similar to the one shown in Figure 3-13.

I )
Spelling and Grammar: English (U.5.) m
Mot in Dictionary:
To: All Employes - Ignore Once
[
"
|
|| Suggestions:
B, Change
Employees 3
Employers |= | Change Al
Employed T

| o
Employee o
Check grammar

| (oo |

oy

FIGURE 3-12 Spelling error flagged in the Spelling and Grammar

dialog box

-
Spelling and Grammar: English (U5}

Subject-Verb Agreement;

I'wants to remind everyone thatourspringclasses  »
will be starting Monday. [

il

Suggestions:
want -

Check grammar

! [Loptensn] [tpee ]

Ignore Once
Ignore Rule

Mext Sentence

i

Explain

-

J

FIGURE 3-13 Grammatical error flagged in the Spelling and Grammar

dialog box

When an error is found, it is highlighted in the document and listed in the top
box in the dialog box. Suggestions for correcting the error are listed in the bottom
box. For some grammar errors, only a description of the type of error appears in the

bottom box.
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You can click in the document and correct the error, click in the top box in the
dialog box and correct the error, or click a suggestion in the Suggestions box to cor- - TIP
rect the error. If you click in the document to correct the error, the Ignore Once com-
mand in the dialog box changes to Resume. If you correct the error by clicking in the
top box in the dialog box, the Ignore Once command changes to Undo Edit. When
you are finished working in the document, click in the dialog box, and then click
Resume. Table 3-2 and Table 3-3 explain the options in the Spelling and Grammar
dialog box.

If a word appears twice in a row,
the second word will be under-
lined with a red, wavy underline.
To delete the repeated word, click
Delete Repeated Word on the
shortcut menu or, in the Spelling
and Grammar dialog box, click
Delete (which replaces Change).

TABLE 3-2 Spelling and Grammar dialog box commands for spelling errors

COMMAND ACTION

Ignore Once Leaves the word in the document unchanged and jumps to the next flagged error;
changes to Resume if you click in the document to correct the error; and changes to
Undo Edit if you correct a change in the top box.

Ignore All Leaves all instances of the word unchanged in the document and jumps to the next
flagged error.

Add to Dictionary Leaves all instances of the word unchanged in the document, adds the word to the
built-in dictionary, and jumps to the next flagged error.

Change/Delete The Change command changes the flagged word to the selected suggestion or to the
correction you type in the top box in the dialog box, and then jumps to the next flagged
error. The Delete command appears when a word appears twice in a row; click it to
delete the repeated word.

Change All Changes all instances of the flagged word in the document to the selected suggestion or
to the correction you type in the top box in the dialog box, and then jumps to the next
flagged error.

AutoCorrect Changes the flagged word to the selected suggestion, adds the word and its correction
to the AutoCorrect list, and jumps to the next flagged error.

Options Opens the Proofing section in the Word Options dialog box so you can change default
spelling and grammar check settings.

Undo/Undo Edit Reverses the last decision you made in the dialog box.

Cancel/Close Before you make a decision on the first spelling change, Cancel stops the spelling

check. After you make a decision on the first error, it changes to Close, and clicking it
stops the spelling and grammar check.
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TABLE 3-3 Spelling and Grammar dialog box commands for grammar errors

COMMAND ACTION

Ignore Once Leaves the flagged error untouched and jumps to the next flagged error; changes to
Resume if you click in the document to correct the error; and changes to Undo Edit if you
correct a change in the top box.

Ignore Rule Leaves all instances of errors that violate the identified grammar rule untouched and
jumps to the next flagged error.

Next Sentence Leaves the flagged error untouched or changes the flagged error to the correction you type
in the top box in the dialog box, and then jumps to the next flagged error.

Change Changes the flagged error to the selected suggestion or to the correction you type in the
top box in the dialog box, and then jumps to the next flagged error.

Explain Opens a Word Help window with an explanation of the grammar or style rule being applied.

Options Opens the Proofing section in the Word Options dialog box to allow you to change default
spelling and grammar check settings.

Undo/Undo Edit Reverses the last decision you made in the dialog box.

Cancel/Close Before you make a decision on the first grammar change, Cancel stops the grammar

check. After you make a decision on the first error, it changes to Close, and clicking it
stops the spelling and grammar check.

Step-by-Step 3.9

1. Press Ctrl+Home. This ensures that the spelling and grammar check

starts from the beginning of the document.

2. Onthe Ribbon, click the Review tab. The Ribbon changes to display the
commands on the Review tab.

. 3. In the Proofing group, click the Spelling & Grammar button. The Spelling
- and Grammar dialog box opens. The first error it finds in the document,

To check only spelling in the docu- Employes, is highlighted in the document and appears in red in the Not
ment, click the Check grammar

check box in the Spelling and . ] } '
Grammar dialog box to deselect the dialog box contains several possible alternatives for the flagged word.

it, or, in the Proofing section of 4. In the Suggestions box, click Employees, and then click Change. The
the Word Options dialog box, click
the Check grammar with spelling

check box to deselect it. 5. |If your first or last name is selected as the next error, click Ignore All, and

in Dictionary box in the dialog box. The Suggestions box at the bottom of

word is corrected in the document, and the next possible error is flagged.

then watch as the next error is flagged. It finds the misused word too.

6. Click in the box at the top of the dialog box, and then use the arrow keys
to position the insertion point after the word too. Press the Backspace
key to delete the second o.

7. Click Change. Word replaces the misused word and continues checking.
The next error, a Subject-Verb Agreement grammatical error in the first
sentence, wants, is highlighted.
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8. In the Suggestions box, make sure want is selected, and then click
Change. If you made any typing errors, additional words might be high-
lighted next in the dialog box. If this happens, use the commands in the
dialog box to correct these errors. When the spelling and grammar check
is finished, the Spelling and Grammar dialog box closes and a dialog box
opens telling you that the spelling and grammar check is complete.

9. Click OK. The dialog box closes. The insertion point returns to the
beginning of the document.

10. Save the document and leave it open for the next Step-by-Step.

Using the Thesaurus

The Thesaurus is a useful feature for finding a synonym (a word with a similar mean-
ing) for a word in your document. For some words, the Thesaurus also lists antonyms,
or words with opposite meanings. You can use the Thesaurus to find the exact word to
express your message or to avoid using the same word repeatedly in a document.

To use the Thesaurus, select the word you want to look up. On the Ribbon, click
the Review tab. Then, in the Proofing group, click the Thesaurus button. The Research
task pane opens on the right side of the window, as shown in Figure 3-14. The word
you selected in the document appears in the top box, and Thesaurus: English (U.S.)
appears in the second box. A list of synonyms and antonyms appears in the third box.
The main entries in the list are bold. To replace the selected text, point to a word under-
neath a main entry, click the arrow that appears, and then click Insert. If you click a
word underneath a main entry, that word is looked up in the Thesaurus for you.
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FIGURE 3-14 Thesaurus in the Research task pane

D VOCABULARY
Thesaurus

@ EXTRA FOR EXPERTS

You can also look up a word in
the Thesaurus or dictionary by
right-clicking a selected word
and choosing Synonyms on the
shortcut menu.

Thesaurus
selected

main entry

Synonyms under
the main entry
begins (v.)

Selected word
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If you select a plural noun or a verb in a form other than its base form (the infini-
@ EXTRA FOR EXPERTS tive form), a list of related words appears in the list in the task pane. For example, if
you select the word walked in the sentence he walked to the park, the Research task
pane would display the word walk under the heading “Related Words” in the task
pane. You click the correct related word in the list, and the task pane changes to show
the related word in the top box and its synonyms in the third box. If this happens,
make sure you edit the word you insert in the document so it is in the same form as
the original word.

To look up the definition of a word,
select the word, click the Thesaurus
button to open the Research task
pane, click the arrow next to the
second box (the one that contains
Thesaurus: English (U.S.)), and
then click Encarta Dictionary:
English (North America).

Step-by-Step 3.10

1. In the first paragraph in the body of the memo, select the word starts at
the end of the second sentence.

2. On the Review tab, in the Proofing group, click the Thesaurus button.
The Research task pane opens on the right side of the window with
Thesaurus: English (U.S.) in the second box. The task pane displays a

_‘_ WARNING list of words organized under main entries.
3. Scroll down the list until you see the main entry begins (v.).

If you click the word in the task
pane instead of clicking the 4. Under the main entry, point to the first synonym, begins, click the arrow
arrow, the word you clicked is

e up I e dhessmus el 2 that appears, and then click Insert. The word begins replaces starts in

new set of results appears. Close the document.
Iﬂe t?Sk pane, and then repeat 5. In the task pane title bar, click the Close button %] to close the task pane.
e steps.

Save the document and leave it open for the next Step-by-Step.

Inserting Symbols

At times, you may need to use a letter or symbol that is not on the keyboard. For
example, you might want to insert a symbol used in a foreign language, such as the
tilde over the n in Spanish (i), or a currency symbol such as the euro symbol (€) for
currency in the European Union.

To insert a symbol, on the Ribbon, click the Insert tab. Then, in the Symbols
group, click the Symbol button. Commonly used symbols appear on the menu. See
Figure 3-15. To insert a symbol located on the menu, click it. If you don’t see the
symbol you want on the menu, click More Symbols to open the Symbol dialog box,
as shown in Figure 3-16.
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Symbol button
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FIGURE 3-15 Symbols on the Symbol menu
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FIGURE 3-16 Symbol dialog box

Click the symbol you want in the dialog box, and then click Insert. The symbol
you selected appears in the document. You then need to click Close to close the
dialog box. If the symbol you inserted from the dialog box was not on the Symbol
menu, it will replace one of the other symbols on the menu to make it easier for you
to insert it again.
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Step-by-Step 3.11

1. In the last line of the first paragraph in the body of the memo, position
@ EXTRA FOR EXPERTS

the insertion point between the /in School and the quotation marks.

If you are writing a paper that 2. On the Ribbon, click the Insert tab. In the Symbols group, click the
includes mathematical equa-

tions, you can insert mathemati-
cal symbols and equations using
the Equation button in the
Symbols group.

Symbol button to open the Symbols menu. See Figure 3-15. Position
the pointer on top of several of the symbols in the menu to see the
ScreenTip identifying each of them.

3. Position the pointer over ™. This is the trademark symbol. The ScreenTip
identifies it as TRADE MARK SIGN. (If you don’t see the trademark
symbol on the menu, click More Symbols to open the Symbol dialog
box. In the Symbol dialog box, drag the scroll box to the bottom of the
scroll bar, scroll up a few rows until you see the trademark symbol, click
the trademark symbol, click Insert, and then click Close.)

4. Click ™. The menu closes and the trademark symbol is inserted into the
document at the insertion point.

5. Save, print, and close the document.

SUMMARY

In this lesson, you learned:

B AutoCorrect automatically corrects common capitalization

and spelling errors as you type. The AutoFormat As You
Type feature automatically applies built-in formats to text as

you type.

Contextual spell checking identifies words that might be used
incorrectly by underlining them with a blue, wavy line.

Automatic grammar checking identifies grammatical errors
by underlining the word, phrase, or sentence with a green,

B You can create Quick Parts to store frequently used text so you wavy line.
don’t.ha've to retype the text each time. Quick Parts are a type The Spelling and Grammar dialog box contains options that
of building block. allow you to check the spelling and grammar of words, make
B AutoComplete automatically completes the spelling of days of changes, and add words to your own custom dictionary.
the week and months with more than five letters in their names. You can use the Thesaurus to find a synonym for a word in
B You can automatically insert the date and time in a document your document. For some words, the Thesaurus also lists
using the Date & Time button. antonyms.
B Automatic spell checking identifies misspelled words and You can insert symbols and special characters not found on the
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words that are not in Word’s dictionary by underlining them
with a red, wavy underline immediately after you type them.

keyboard using the Symbol button on the Insert tab.
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B VOCABULARY REVIEW

Define the following terms:

AutoComplete automatic spell checking format
AutoCorrect building block Quick Part
AutoFormat As You Type contextual spell checking Thesaurus

automatic grammar checking

B REVIEW QUESTIONS
FILL IN THE BLANK

Complete the following sentences by writing the correct word or words in the blanks provided.

1. The feature corrects common capitalization, spelling, grammar, and typing errors as you type.
2. All document parts that are stored and reused are called

3. A blue, wavy underline in a document indicates a possible erTor.

4. A green, wavy underline in a document indicates a possible error.

5. To check the entire document for spelling and grammar errors, use the dialog box.

MATCHING

Match the correct term in Column 2 to its description in Column 1.

Column 1 Column 2

1. A building block of text frequently use. A. Thesaurus

__ 2. Changes fractions and numbers as you type, such as B. Quick Part
DL C. AutoCorrect

3. Corrects common capitalization, typing, spelling,
and grammatical errors when you press Enter or the
spacebar.

o

Automatic grammar checking

e

AutoFormat As You Type

_ 4. Identifies possible grammatical errors with green
wavy underlines.

5. Displays synonyms for a selected word.

TRUE / FALSE

Circle T if the statement is true or F if the statement is false.

T F 1. To insert letters, symbols, and characters not found on the keyboard, you use the Symbol button in the Symbols group on the
Insert tab.

To accept an AutoComplete suggestion, you press the spacebar.
You cannot add or delete entries from the AutoCorrect list.

The AutoFormat As You Type feature automatically applies built-in formats to text as you type.

s I
R
nm A W N

You can right-click a word or phrase with a colored, wavy line under it and then select a correction from a list of suggestions.
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B PROJECTS

INTRODUCTORY Microsoft Word Unit

If you have a SAM 2010 user profile, your instructor may have assigned an autogradable version of the indicated project. If so, log into the SAM
2010 Web site at www.cengage.com/sam2010 to download the instruction and start files.

PROJECT 3-1

1.

10.
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Open the Minutes.docx document from the drive and folder
where your Data Files are stored. Save the document as Club
Minutes followed by your initials.

Check the document’s spelling and grammar, and correct any
errors.

Near the top of the document, insert the current date in the
blank paragraph beneath Minutes of the Business Meeting in
the format Thursday, March 21, 2013. Do not update the date
automatically.

Insert your name at the beginning of the list of members who
attended the meeting, and then create an AutoCorrect entry for
your name.

In the second to last paragraph, position the insertion point
between recognized and as. Use the AutoCorrect feature to
insert your name. Insert any necessary spaces or delete extra
spaces.

In the last sentence in the Old Business paragraph, find a syn-
onym for the word aim that makes sense in context.

In the last sentence in the first New Business paragraph, find a
synonym for the word arrange that makes sense in context.

At the end of the Announcements paragraph, type The next
meeting will be held on the 24th of April.

Delete the AutoCorrect entry you added.

Save, print, and close the document.

12.

PROJECT 3-2

. Open the Lancaster Memo.docx document from the drive and

folder where your Data Files are stored. Save the document as
Lancaster Voting Memo followed by your initials.

. Turn on formatting marks, and then position the insertion point

after the tab mark in the From line in the memo header.

. Type Dinah Muiioz. (If the letter 77 is not on the Symbol menu,

open the Symbol dialog box. Make sure the scroll box is at the
top of the list, and then click the down scroll arrow eight times
to see the row containing the character.)

. Insert the current date after the tab mark in the Date: line in

the format that looks like 9/29/13. Do not update the date
automatically.

. In the body of the memo, position the insertion point after the

word for at the end of the first sentence. Use the AutoComplete
and AutoFormat As You Type features to insert the text
September 31%. Insert any necessary spaces. (Hint: You will
need to press the spacebar after typing the date, and then
remove the extra space before the period.)

. Create a Quick Part named Chamber from the text Chamber

of Commerce in the second sentence of the first paragraph.
Insert the Chamber Quick Part at the end of the 7o line in the
memo header.

. Use the AutoFormat As You Type feature to create the follow-

ing numbered list after the second paragraph in the body of
the memo:

1. G. W. Carter Elementary School

2. Kennedy Middle School
3. Lancaster High School

. Use the Thesaurus to replace the word personal in the last

paragraph with a word that makes sense in context.

. Delete the Chamber Quick Part.
10.
11.

Correct the spelling and grammatical errors in the document.

Jump to the end of the document, press Enter twice, and then
type your name.

Turn off formatting marks, and then save, print, and close the
document.


http://www.cengage.com/sam2010

LESSON 3 Helpful Word Features

PROJECT 3-3

1. Open the Museum.docx document from the drive and folder
where your Data Files are stored. Save the document as
Museum Visit followed by your initials.

2. Use the Thesaurus to change as many words as you can with-
out changing the meaning of the text.

3. Jump to the end of the document, press Enter twice, and then
type your name.

4. Save, print, and close the document.

B CRITICAL THINKING

WD 75

PROJECT 3-4

1. Open the Application.docx document from the drive and
folder where your Data Files are stored. Save the document as
Application Letter followed by your initials.

2. Insert the current date in the format September 29, 2013 in
the blank paragraph above the inside address. Set the date to
update automatically.

3. In the third paragraph in the body of the letter, position the
insertion point in front of the last sentence (just before These),
and then type the following sentence. (If you don’t see the
symbols on the Symbol menu, open the Symbol dialog box,
click the Subset arrow, and then click Greek and Coptic to
jump to the Greek alphabet.)

I have also been active on campus, holding various
leadership positions in the service organization Omega
Delta Psi (QAW).

4. In the last line of the document, replace Sarah Summers with
your name.

5. Check the document’s spelling and grammar, and correct any
errors.

6. Save, print, and close the document.

ACTIVITY 3-1

It is important for students to begin to develop a personal portfolio
for employment before they graduate from high school or college.
A personal portfolio contains a resume, well-written application
letters, a list of references, and a list of achievements. Write an
application letter for a job that interests you. Team up with a few
classmates, and then edit and critique each other’s application let-
ters. Be careful to provide constructive criticism.

ACTIVITY 3-3

Word has many helpful editing features. Some Word features are
more helpful as you type your text, and some are more useful after
you have finished typing. Make one list of the Word features you
would use as you type a document, and then make another list of
Word features you would use after you finished typing the docu-
ment. If a feature can be listed in both lists, decide when it is the
most useful.

ACTIVITY 3-2

You are the regional vice president for Candlelight Time, a chain
of candle stores. A new store will be opening soon, and you need
to type a letter to potential customers announcing the grand open-
ing and offering three free scented candles to the first 100 custom-
ers. Make the letter at least three paragraphs long. Use any helpful
automatic features. Insert the current date (set it to update automati-
cally), and then check the spelling and grammar.
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Estimated Time:

2 hours
LESSON 4
Formatting Text
m OBJECTIVES ® VOCABULARY
Upon completion of this lesson, you should be able to: attribute
m  Change the font. color palette
= Change the size, color, and style of text. font
m  Use different underline styles and font effects and highlight text. font effect
®  Copy formatting using the Format Painter. font size
m  Understand styles and apply Quick Styles. font style
m  Change the theme. Format Painter
m  Create new Quick Styles. point
®m  (Clear formatting. Quick Style
style

text effect
theme

WD 77
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Formatting Text

Once you have typed text in a document, you can format the text to change its
appearance and make an impact on the reader.

In this lesson, you will learn how to change the appearance, size, color of text,
and how to apply several formats at once using styles. You will learn how to copy
formats and clear formatting. You will also learn how to change a document’s theme
and how to modify and create new styles.

To change the format of text, you must first select the text you want to change.
If you are changing the format of a single paragraph, the insertion point must be
located somewhere in that paragraph. If you are changing the format of multiple
paragraphs, you must select at least part of each paragraph you want to format. You
can also change the format before you start typing, and all the text you type from
then on will have the new format applied until you change to another format.

Changing the Font

D VOCABULARY Designs of type are called fonts. Just as clothing comes in different designs, fonts

fonts have different designs. For example, the font used for this text is Times LT Std
Roman and the font used for the blue Changing the Font heading above is Futura
Std Medium.

Like clothing, fonts can be dressy or casual. When you are creating a document, you
should consider what kind of impression you want the text to make. Do you want your
document to look dressy and formal? Or do you want it to look casual and informal?
Using the fonts shown in Figure 4-1 would result in very different looking documents.

This font is called Calibri.

This font is called Times New Roman.

This fontis called Arial.

This font is called Ercadway.

This font is called S English Text MT.

This font is called Comic Sans MS.

This font is called Lucida Handwriting:

FIGURE 4-1 Examples of different fonts

To change the font, locate the Font group on the Home tab on the Ribbon. Click
the arrow next to the Font box, as shown in Figure 4-2, and then scroll to the font of
your choice. If you have selected text in the document first, you can point to each font
to use Live Preview, the Microsoft Office feature that enables you to watch the selected
text change in the document without actually making the change. When you find the
font you want, click it. The menu closes and the new font is applied to the selected text.
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FIGURE 4-2 Live Preview of the Algerian font

You can change the font of text already in the document by selecting it first, and
then choosing a new font. To change the font of text not yet typed, first choose the font,
and then type the text. The new font will be applied until you change to another font.

Step-by-Step 4.1

1. Open the Flyer.docx document from the drive and folder where your
Data Files are stored. Save the document as Race Track Flyer followed
by your initials.

2. On the Home tab, in the Editing group, click the Select button, and
then click Select All. All the text in the document is selected.

3. Onthe Home tab, in the Font group, click the arrow next to the Font box
. The list of fonts opens. The font currently applied to the

selected text, Calibri, is listed in the Font box and is selected at the top
of the list.

4. Point to Algerian (but don't click it). The Live Preview feature changes
the selected text in the document to the Algerian font so you can see
what it would look like.

5. Point to a few other fonts in the list and watch how the Live Preview
feature changes the selected text.

6. Click a blank area of the document. The Font list closes and the font of
the selected text stays the same.
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7. In the paragraph below the heading Sage Stone Race Track, in the first

- TIP line of text, select the text Sage Stone Race Track.
If you huseMthe molubse to lslelect 8. In the Font group, click the arrow next to the Font box |<@f (Bed] | Click
text, the Mini toolbar will appear. . ) )
To choose a different font using Arial Rounded MT Bold. The Font list closes and the selected text is
the Mini toolbar, move the mouse changed to Arial Rounded MT Bold.
e i to,make Il o)z, 9. Click a blank area of the document to deselect the text.
and then click the arrow next to
the Font box on the Mini toolbar. 10. Save the document and leave it open for the next Step-by-Step.

Changing Font Atiributes

D VOCABULARY Once you have decided on a font, you can change its atfributes, or how it looks. For
example, you can change the size of the font or change its style by making the font
bold, italic, or underlined. You can also add color and apply special effects.

attributes
font size

points

Changing Font Size

Font size is determined by measuring the height of characters in units called points.
- TIP Standard font sizes for text are 10, 11, and 12 points. Font sizes for headings are usu-
ally larger. For example, this text is 10 points, and the blue Changing Font Attributes
heading above is 18 points. The higher the point size, the larger the characters.
Figure 4-3 illustrates the Calibri font in different sizes. You can change font size by
using the Font Size box on the Formatting toolbar or on the Mini toolbar.

You can also use the Grow Font
and Shrink Font buttons in the
Font group on the Home tab or
on the Mini toolbar to increase or
decrease the font size.

This is 10-paint Calibri.

This is 11-point Calibri.

This is 12-point Calibri.

This is 16-point Calibri.

This is 20-point Calibri.

FIGURE 4-3 Examples of font sizes
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Step-by-Step 4.2

1. |In the paragraph below the heading Sage Stone Race Track, in the first

line of text, select Sage Stone Race Track.

2. On the Home tab, in the Font group, look at the Font Size box E
The selected text is 11 points. See Figure 4-4.

= FIGURE 4-4
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Sage Stone Race Track |=

Font group
The new season is about to begin at Sage Stone Raca Track. We hope you will join us for
another exciting summer of stoek car racing. i

Schedule

Our-175-mile track is one of the most challenging in the country, with plenty of action taking
place on every slope and turn. Sage Stone is the site of the prestigious Rip Tarber Stack
Championship Race every Labor Day weekend, plus many other quality events throughout the
Se | ected text summer manths. Enclosed is a brochure with aur complete racing schedule.

Prices

Sage Stone remains one of the most affordable, enjoyable ways to spend a day. Children under
12 are still admitted free. Your ticket admits you to any of the spectator hillsides. For only an
additional 55 per person, you can purchase a Pit Pass for admission to the pits. Admissiontothe
pit area gives you a chance to see the cars up close, mingle with drivers and pit crews, and take
pictures. Come early as there are only 2 limited number of Pit Passes sold far each race!
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3. In the paragraph below the heading Sage Stone Race Track, select the o

second line of text, and then look at the Font Size box . This text -

is also 11 points. Although these characters look smaller than Sage Point size tells you the size of text
relative to text in other point sizes

. ; in the same font. But, 11-point
document is 11 points. text in one font might be larger

4. Scroll to the bottom of the document, and then select all the text in the or smaller than 11-point text in
another font.

Stone Race Track in the first line of this paragraph, all of the text in the

last paragraph (We can’t wait to see you!).
5. Click the arrow next to the Font Size box . A list of font sizes

appears. @ EXTRA FOR EXPERTS
6. Click 16. The Font Size list closes, and the selected text is changed to

. If you want to use a font size that is
16 points. not on the Font Size list, type the
7. Deselect the text. point size directly in the Font Size

box, and then press Enter.
Save the document and leave it open for the next Step-by-Step.
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Changing the Color of Text

You can change the color of text to make it stand out or to add interest to a document.

To change the color of text, click the arrow next to the Font Color button in the Font
D VOCABULARY group on the Home tab. This opens a gallery that includes the color palette, a coordi-
nated set of colors available for use in the document. See Figure 4-5.
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Our 1.75-mile track is one of the most challenging in the country, with plenty of action taking f Gr n
place on every slope and turn. Sage Stone is the site of the prestigious Rip Tarber Stack 0 ee
Championship Race every Labor Day weekend, plus many other quality events throughout the
summer manths. Enclosed is a brachure with our complete racing schedule.
Prices
Sage Stone remains one of the most affordable, enjoyable ways to spend a day. Children under
12 are stilladmlitted free. Your ticket admits you to any of the spectator hillsides. For anly an
additlonal 55 per person, you can purchase a Pit Pass for admisslon ta the pits. Admission to the
pit area gives you a chance to see the cars up close, mingle with drivers and pit crews, and take il
+
pictures. Come early as there are only 2 limited number of Pit Passes sold for each race! o
=
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FIGURE 4-5 Color palette on the Font Color button gallery

The gallery has four sections. The top section contains the Automatic color for
the current text; this is usually black. The middle section contains the color palette of
Theme Colors, which are colors specifically designed to work with the current docu-
ment. The bottom section contains the palette of Standard Colors, which are colors
that are always available. Finally, the More Colors command below the color palette,
opens the Colors dialog box in which you can choose many more colors.

The colors in the palette all have names. You can see the names by pointing to
each color to see its ScreenTip, as shown in Figure 4-5. The Standard Colors have
simple names, such as Red, Yellow, and Light Green. The Theme Colors have more
complex names that identify the color, shade, and other information.

Step-by-Step 4.3

1. In the bulleted list at the end of the document, in the second bulleted
- TP item, select recycle.

The colored bar on the Font Color 2. On the Home tab, in the Font group, click the arrow next to the Font
button changes to reflect the last

color selected. If you want to apply
the color shown in the colored bar, 3. In the Standard Colors row, click the Green color. The color palette
you can simply click the Font Color
button.

Color button . A gallery containing the color palette opens.

closes and the selected text is now green.
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4. Press Ctrl+Home to jump back to the beginning of the document, and
then in the paragraph below the heading Sage Stone Race Track, select
the text Sage Stone Race Track again. (This is the text you formatted
with the Arial Rounded MT font.)

5. On the Home tab, in the Font group, click the arrow next to the Font
Color button , and then in the first row under Theme Colors, click
the Olive Green, Accent 3 color. The color palette closes and the color
you selected is applied to the selected text.

6. Deselect the text.

7. Save the document and leave it open for the next Step-by-Step.

Changing Font Style

Font style is a formatting feature you can apply to a font to change its appearance. D VOCABULARY

Common font styles are bold, italic, and underlining. These styles can be applied to font style
any font. Figure 4-6 illustrates these styles applied to the Calibri font.
@
This text is bold. When no style is applied to text, it

is sometimes called roman.

This text is italic.

This text is underlined.

This text is bold, italic, and underlined.

FIGURE 4-6 Examples of font styles

The easiest way to change the font style is to select the text, and then click the
Bold, Italic, or Underline buttons in the Font group on the Home tab. The Bold and
Italic buttons are also available on the Mini toolbar. All three of the style commands
are toggle commands, so to turn a style off, you click the button again.
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Changing Underline Style and Color

When you underline text, you can underline with one line or change the style to mul-
tiple lines, dotted lines, dashed lines, or another style. You can also change the color
of the underline. To change to another underline style or color, click the arrow next
to the Underline button. See Figure 4-7.

Bold button % ; . :
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Underline button BT

......................... 'k =

Point to this W Mbout to begin at Sage Stone Raca Track. We hope you will join us for

command to 48 wnderiine cotor . mmer of stock car racing.

open the Schedule

color pa lette Our 1.75-mile track is one of the most challenging in the country, with plenty of action taking Live Preview of the
place on every slope and turn. Sage Stone is the site of the prestigious Rip Tarber Stock DOU b | e un derl | ne

Championship Race every Labor Day weekend, plus many other guality events throughout the
summer manths. Enclosed is a brochure with aur complete racing schedule.

Prices

Sage Stone remains one of the most affordable, enjoyable ways to spend a day. Children under
12 are still admitted free. Your ticket admits you to any of the spectator hillsides. For only an
additional 55 per person, you can purchase a Pit Pass for admisslon to the pits. Admission tothe
pit area gives you a chance to see the cars up clase, mingle with drivers and pit crews, and take
pictures. Come early as there are only a limited number of Pit Passes sold for each race!
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FIGURE 4-7 Underline menu to choose underline style and color

You can click one of the styles on the menu, or click More Underlines to open
the Font dialog box. In the Font dialog box, click the Underline style arrow, and then
scroll down the list to see additional underline styles. To change the color of the
underline, click the arrow next to the Underline button, and then point to Underline
Color. This opens the same palette of colors available when you click the Font Color
button arrow.

Step-by-Step 4.4

1. Select the text Sage Stone Race Track once more in the paragraph below
the heading Sage Stone Race Track.
2. On the Home tab, in the Font group, click the Bold button . The
selected text becomes bold. The Bold button is orange to indicate that
_‘_ WARNING it is toggled on selected and bold formatting is turned on.

Remember that you create a new 3. In the fourth paragraph (the paragraph under “Schedule”), at the end of
paragraph every time you press the second line, select the text Rip Tarber Stock Championship Race.

E.nter’ s0.a paragraph can be a 4. In the Font group, click the Italic button . The selected text is itali-
single line or even one word.
cized and the ltalic button is selected.
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5. Press Ctrl+End to jump to the end of the document. In the bulleted list,
@ EXTRA FOR EXPERTS

in the second bulleted item, select the green text recycle. In the Font

group, click the Underline button @ Deselect the text. The text recycle To quickly change text to bold,
press Ctrl+B; to change text to

italic, press Ctrl+l; to underline
6. Select recycle again. In the Font group, click the Underline button E text, press Ctrl+U.

is underlined.

The selected text is no longer underlined.

7. With recycle still selected, in the Font group, click the arrow next to the I
Underline button E The Underline menu opens. Click the Double WARNING

underline. The selected text is underlined with a double underline. The next time you click the
. ) E Underline button while work-
8. In the Font group, click the arrow next to the Underline button [ . ing in this document, a blue,

Point to Underline Color. A gallery containing the color palette opens. double-underline will be applied
because that was the last selec-
tion made using the Underline

and the color of the double underline changes to blue. menu. You cannot tell which line

10. Deselect the text style will be applied just by look-
ing at the Underline button.

9. Under Standard Colors, click the Blue color. The color palette closes

11. Save the document and leave it open for the next Step-by-Step.

Changing Text Effects

Text effects, sometimes called font effects, are similar to font styles and can help ) yoCABULARY
enhance or clarify text. To apply a text effect—such as, strikethrough, subscript, or  text effects
superscript—to selected text, click the button corresponding to that effect in the Font
group on the Home tab. Many more text effects are available on the Text Effects but-
ton gallery and menu shown in Figure 4-8. Like font styles, font effects are toggle
commands—a font effect is either turned on or off.

font effects

B
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Championship Race every Labor Day weekend, plus many cther quality events throughout the
summer manths. Endosed is a brochure with our complete racing schedule.
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additlonal 55 per person, you can purchase a Pit Pass for admission to the pits, Admission tothe

pit area gives you a chance to see the cars up close, mingle with drivers and pit crews, and take
pictures. Come early as there are only a limited number of Pit Passes sold far each race!
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FIGURE 4-8 Text Effects button gallery and menu

Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



WD 86 INTRODUCTORY Microsoft Word Unit

Step-by-Step 4.5

1. In the sixth paragraph (the paragraph under Prices), in the second line,
select the text free.

2. On the Home tab, in the Font group, click the Text Effects button E

@ EXTRA FOR EXPERTS The Text Effects gallery and menu opens.
Another way to apply font styles 3. Point to a few of the effects to see the Live Preview.
and text effects is to click the Font .
Dialog Box Launcher to open the 4. Click the Gradient Fill — Purple, Accent 4, Reflection effect (the last
Font dialog box. effect in the last row). See Figure 4-8. The text is formatted so it is all

uppercase, purple, and has a reflection.

5. On the Home tab, in the Font group, click the Text Effects button D
again. In the menu, point to Reflection. A submenu showing a gallery of
reflection options appears.

6. In the gallery, click the No Reflection effect (in the first row under No
Reflection). The reflection effect is removed from the selected text.

7. Deselect the text. Save the document and leave it open for the next
Step-by-Step.

Highlighting Text

When you read a paper document, you sometimes use a highlighting marker to draw
attention to an important part of the document. You can highlight text in a Word
document for the same effect. To highlight text, click the arrow next to the Text
Highlight Color button in the Font group on the Home tab. A gallery of colors opens.
Click one of the colors.

If text is selected in the document, the text becomes highlighted with the color
you chose. If no text is selected, the pointer changes to the Highlight pointer, an
I-beam pointer with a marker on it, when you position it on top of text in the docu-
ment. You can drag the pointer over any text you want to highlight. See Figure 4-9.
When you are finished, click the Text Highlight Color button again to toggle this
command off.
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FIGURE 4-9 Text highlighted with the Highlight pointer

If text is highlighted and you want to remove the highlight, select the highlighted
text, and then click the Text Highlight Button. If you’d rather drag over each selection
of highlighted text to “erase” the highlighting, you can click the arrow next to the Text
Highlight Color button, and then click No Color. The pointer changes to the Highlight
pointer, and when you drag over highlighted text, you remove the highlight.

Step-by-Step 4.6

1. Onthe Home tab, in the Font group, locate the Text Highlight Color but-
ton @. The colored bar near the bottom of the button indicates the
current highlighter color.

2. Click the arrow next to the Text Highlight Color button ’a""'T'. A gallery of
colors opens. Click the Yellow box (even if the button already indicates that
the current color is yellow). The Text Highlight Color gallery closes. The
colored bar on the Text Highlight Color button is yellow to reflect the color
you chose, and the button is colored orange to indicate that it is selected.

3. Move the pointer so it is positioned anywhere on top of text. The pointer
changes to the Highlight pointer ﬁ

4. |n the sixth paragraph (the paragraph under Prices), near the end of the
second line, position the pointer in front of the fourth sentence (in front
of the word For). Click and drag to select the entire sentence (finishing
at admission to the pits.), releasing the mouse button when you have
selected the whole sentence. The fourth sentence is highlighted with

yellow. See Figure 4-9.
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5. In the Font group, click the Text Highlight Color button . The button
is no longer selected, and the pointer returns to normal.

In the same paragraph, select the last sentence (it starts with Come early).

In the Font group, click the arrow next to the Text Highlight Color button
- Click the Bright Green color. The selected text is highlighted with
bright green. The pointer does not change to the Highlighter pointer.

8. Select the green highlighted sentence.

9. In the Font group, click the arrow next to the Text Highlight Color button
@‘. Click No Color. The highlighting is removed from the selected text.

10. Save the document and leave it open for the next Step-by Step.

Copying Formatting

Often you will spend time formatting text and then find that you need the same for-
mat in another part of the document. You can copy the format of selected text to other
D VOCABULARY text by using the Format Painter. To access the Format Painter, click the Format
Painter button in the Clipboard group on the Home tab or on the Mini toolbar.
To use the Format Painter, select the text with the format you want to copy, and
- TIP then click the qumat Painter butt.on. When you move the pqinter over text, it changes
to the Format Painter pointer, which is the I-beam pointer with a paintbrush to its left.
Drag the Format Painter tool across the text you want to format. The text changes
to the copied format. If you want to copy the format to more than one block of text,
double-click the Format Painter button. The button will remain selected and the Format
Painter stays active until you click the button again to deselect it. See Figure 4-10.
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FIGURE 4-10 Text after using Format Painter
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Step-by-Step 4.7

1.

10.

11.

In the paragraph below the heading Sage Stone Race Track, select the
green Sage Stone Race Track. Remember, this text is formatted with
the Arial Rounded MT Bold font, and you added the bold font style and
changed the color to Olive Green.

On the Home tab, in the Clipboard group, click the Format Painter but-
ton . The Format Painter button is selected. Move the pointer so it is
on top of any text in the document. The pointer changes to the Format
Painter pointer ‘,ﬂ

In the fourth paragraph (under Schedule), in the second line, drag
across the text Sage Stone. The text is formatted with the same formats
as the text in the second paragraph.

Move the pointer on top of the text. It is the normal pointer again. The
Format Painter button is no longer selected.

With Sage Stone still selected, in the Clipboard group, double-click the
Format Painter button E

In the sixth paragraph (the paragraph under Prices), drag across Sage
Stone. The copied format is copied to the text.

Move the pointer on top of the text to see that the Format Painter pointer
ﬁ‘]: is still active. The Format Painter button is still selected.

In the eighth paragraph (under Seating), drag across Sage Stone Race
Track. The formatting is applied to the selected text, as shown in
Figure 4-10.

Press Ctrl+End to jump to the end of the document. In the last bulleted
item, drag across Sage Stone. The format is copied again.

In the Clipboard group, click the Format Painter button . The button
is no longer selected and the pointer returns to normal.

Save your changes to the document and leave it open for the next
Step-by-Step.

Understanding Styles

In Word, a style is a set of formatting options that have been named and saved.
Character styles affect only selected text; paragraph styles affect entire paragraphs.

Using styles can save time and add consistency to a document. For example, if

you are working on a long document, such as a research paper that contains head-
ings, you would want to format the headings to stand out from the regular (the
Normal) text. You could do this manually by selecting each heading, changing the
font size, and applying font styles, such as bold. You might also change the color of
the headings. If your document contained many headings, you would need to do this

D VOCABULARY
style
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for each heading, or use the Format Painter to copy the format to each heading.
If you changed your mind about the look of the headings, for example, if you
decide to use red text instead of bold purple text, you would need to change each
heading again.

If you used a style to format your headings, the style could define this type of

- TIP heading as 14-point bold, purple text. You could then apply that style with the click
of the mouse to each heading. If you changed your mind and wanted the headings

Ifyoulapply aistyle toithe current in red, you could change the style definition to format the text as red instead of
CEIEEERIN ANt TIE pIEEs R purple, and the headings formatted with that style would change red to reflect the

the new paragraph that you create
has the same style as the original

new definition.

paragraph.
Applying Quick Styles
D VOCABULARY A Quick Style is a style that is available by clicking a button in the Styles group on
Quick Style the Home tab. If you want to see the additional Quick Styles available in the Quick

Styles gallery, click the up or down arrows to scroll the gallery, or click the More
button in the Styles group to open the Styles gallery. See Figure 4-11.
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place on every slope and turn. j@ Stoneis the site of the prestigiows Rip Tarber Stock
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FIGURE 4-11 Quick Styles gallery

When the Quick Styles gallery is open, you can point to a Quick Style to see
- TIP a Live Preview of the formatting in the document. The default style for text is the
Normal Quick Style. It is used for ordinary text.

If you use the Format Painter to
copy formatting from text that has
a style applied to it, the style is
copied to the new text.
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Step-by-Step 4.8

1.

10.

Scroll to see the beginning of the document, and then click anywhere
in the first line of text. On the Home tab, locate the Styles group. The
Normal style has a yellow box around it indicating that it is selected.

In the Styles group, click the More button. The Quick Styles gallery opens.

In the second row, first column, click the Title style. Refer back to
Figure 4-11. The Quick Styles gallery closes and the Title Quick Style
is applied to the current paragraph. The text is formatted with the font,
color, and size defined by the Title Quick Style. The Title Quick Style
also includes a light blue horizontal line under the paragraph.

Select the heading Schedule. In the Styles group, click the More button
to open the Quick Styles gallery. In the first row, third column, click the
Heading 1 style. The Heading 1 Quick Style is applied to the paragraph.
In addition to changing the text to medium-blue 14-point Cambria, the
Heading 1 Quick Style removed the extra space after the paragraph.
Apply the Heading 1 Quick Style to the Prices and Seating headings.

In the paragraph under the Schedule heading, select the italicized text
Rip Tarber Stock Championship Race.

In the Styles group, click the More button. Locate the style with the
name Intense E..., and then point to it. The ScreenTip labels this style
Intense Emphasis. Click the Intense Emphasis style. The italic format-
ting you applied earlier is removed and the formats associated with the
Intense Emphasis Quick Style are applied. The selected text is now light
blue, bold, and italic.

Select the yellow-highlighted sentence. Open the Styles gallery. In the
second row, last column, click the Emphasis style. The text is formatted
with the Emphasis Quick Style, which is the Normal style plus italics.

Deselect the text. Note that the highlighting was not removed when you
applied the Quick Style. Highlighting can be part of a style definition,
but manual highlighting is not removed when you apply a different style.

Save the document and leave it open for the next Step-by Step.

Changing Themes

A theme is a coordinated set of fonts, styles, and colors. The theme determines the
default font, the color of headings formatted using the Heading Quick Styles, and
other features of the document. To see the available themes, click the Page Layout
tab, and then, in the Themes group, click the Themes button. A gallery of themes

—*— WARNING

When you apply a Quick Style,
any manual formatting that
you've already applied to the text
is overridden by the Quick Style
formats (except highlighting).

D VOCABULARY
theme
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opens, as shown in Figure 4-12. Word comes with 40 built-in themes. They are arranged
in alphabetical order except that the default theme, the Office theme, appears first.
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FIGURE 4-12 Themes gallery

The definitions of Quick Styles are tied to the themes. For example, in the pre-
vious section, the text that you formatted with the Heading 1 Quick Style appeared
in bold, medium blue, 14-point Cambria. If you changed to the Apex theme, text
formatted with the Heading 1 Quick Style would change to bold, yellow-brown,
14-point Lucida Sans. If you changed to the Verve theme, the Heading 1 text would
change to bold, dark pink, 14-point Century Gothic.

The fonts used in a document are tied to the theme as well. Text formatted with
the Normal style and other text tied to that style use the font labeled “(Body)” in the
Font list on the Font button. Text formatted with heading styles use the font labeled
“(Headings)” in the Font list.

Step-by-Step 4.9

. 1. On the Ribbon, click the Page Layout tab. In the Themes group, click
- the Themes button. The Themes gallery opens. The Office theme is the
Point to the Themes button on the default theme for new documents and is the current theme. You might

Page Layout tab to see a ScreenTip B Pl L . .
that identifies the current theme. see orange highlighting on the Office theme in the Themes gallery.

2. In the first row, third column, point to the Angles theme. Live Preview
shows the changes to the document; the title changes to black text, the
headings change to gray, and the FREE text you formatted with using
the effect on the Text Effects button gallery changes to green. In addi-
tion, the fonts change to Franklin Gothic Medium for the headings and
Franklin Gothic Book for the rest of the text.
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3. Point to several other theme buttons, and watch the Live Preview to see
each change.

4. |n the third row, third column, click the Composite theme. The Themes
gallery closes and the Composite theme is applied to the document.

5. Save the document and leave it open for the next Step-by Step.

Redefining an Existing Quick Style

What if none of the Quick Styles formats the text exactly the way you want it to
look? You can create your own style. The easiest way to create your own style is to
format text with an existing Quick Style, and then make changes until you are satis-
fied with the final look. To redefine an existing Quick Style, select the formatted
text you want to use as the style, right-click the Quick Style you want to redefine to
open a shortcut menu, and then click the Update command on the shortcut menu. In
the example shown in Figure 4-13, you would click Update Intense Emphasis to
Match Selection. The selected text doesn’t change, but the Quick Style is redefined
to match it. The redefined Quick Style is available only in the current document.
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FIGURE 4-13 Redefining a Quick Style

@ e

If you apply a style and then apply
manual formatting, when you
change to a new theme, the manual
formatting will still be applied.

Intense Emphasis
Quick Style

Click to update
Quick Style to
match selected text

Selected text with
new formatting
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Step-by-Step 4.10

1. In the paragraph under the Schedule heading, select the text Rip
Tarber Stock. (Do not select Championship Race.)

2. On the Ribbon, click the Home tab. In the Font group, click the arrow
next to the Font Color button F. In the color palette, note the red box
around the Lime color in the top row under Theme Colors. This is the
color of the selected text.

3. In the last row of the color palette under Theme Colors, in the second to
last column, click the Orange, Accent 5, Darker 50% color.

In the Font group, click the Italic button m to deselect it.

5. In the Font group, click the arrow next to the Font Size box I** | and
then click 12. The selected text is changed to 12-point, dark orange,
bold text that is not italicized.

6. In the Styles group, click the More button. Right-click the Intense
Emphasis style. A shortcut menu opens. You're going to redefine the
Intense Emphasis style. As you do the next step, keep an eye on the
rest of the phrase that is formatted with the Intense Emphasis style—
Championship Race.

7. On the shortcut menu, click Update Intense Emphasis to Match
Selection. The Quick Styles gallery closes. The selected text retains the
formatting you applied, and the Intense Emphasis style is redefined to
match the formatting of the selected text. This means that Championship
Race is now 12-point dark orange and is no longer italicized.

8. Save the document and leave it open for the next Step-by-Step.
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Creating a New Quick Style

You can also create a brand new Quick Style. Again, the easiest way to do this is to
first format text with the font, style, and any other characteristics that you want. To @ EXTRA FOR EXPERTS
name your style and add it to the Quick Styles gallery, open the Quick Styles gallery,
and then click Save Selection as a New Quick Style on the menu at the bottom of the
gallery. This opens the Create New Style from Formatting dialog box. Type a name
for your new Quick Style in the Name box, as shown in Figure 4-14. The new Quick
Style is available only in your document.

To make a redefined or new Quick
Style available to other documents,
right-click the Quick Style in the
Styles group, click Modify on the
shortcut menu to open the Modify
Style dialog box, and then click

Crmate Now Sty o Farmat i (-2 [ the New documents based on this
template option button.

Mame:

Important
Name for new Paragraph style preview:
Quick Style
Stylel

L 4

FIGURE 4-14 Create New Style from Formatting dialog box

Step-by-Step 4.11

Select all of the text in the first paragraph in the document under the title.

2. In the Font group, click the Text Effects button D and then point to
Outline. The color palette for the Composite theme appears.

3. In the second column under Theme Colors, click the Black, Text 1,
Lighter 35% color (in the third row). The gallery closes and the selected
text is formatted with a dark gray outline effect.

4. With the first paragraph still selected, in the Styles group, click the
More button. On the menu below the gallery, click Save Selection as a
New Quick Style.

5. In the Create New Style from Formatting dialog box, type Important
in the Name box, as shown in Figure 4-14. Click OK. The dialog box
closes. The new Quick Style appears in the first position in the Styles
group. If you don’t see the new style, click the up arrow in the Styles
gallery as many times as needed to scroll up and display the first row in
the gallery on the Ribbon.

6. Scroll down to the end of the document, and then select the last
paragraph.

7. In the Styles group, click the up scroll arrow twice, and then click the
Important style. The new Quick Style is applied to all of the text in the
last paragraph.

8. Save the document and leave it open for the next Step-by Step.
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Clearing Formatting

You can use the Clear Formatting command to remove manual formatting and styles.
To do this, first select the formatted text to be cleared. You can then click the Clear
Formatting button in the Font group on the Home tab. Or, you can open the Quick
Styles gallery, and then click Clear Formatting on the menu at the bottom of the
gallery. See Figure 4-15. When you remove a style, the Normal Quick Style is auto-
matically applied.
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FIGURE 4-15 Clear Formatting command

If necessary, click anywhere in the last paragraph in the document.

| WARNING 2. In the Font group, click the Clear Formatting button . The Important
Quick Style is removed from the current paragraph, and the Normal

To apply or clear a paragraph style button in the Styles gallery is selected.

style, the insertion point can be

In the second item in the bulleted list, select the word recycle.

In the Styles group, click the More button. At the bottom of the Quick
Styles gallery, click Clear Formatting. The color and double underline is
removed from the selected word.

located anywhere in the para- 3.
graph. To apply or clear a charac-
ter style, all of the text that you
want to affect must be selected.

5. Click after the last word in the document (after We can’t wait to see
you!). Press Tab three times, and then type your name.

6. Save, print, and close the document.
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SUMMARY

In this lesson, you learned:

B Fonts are designs of type that can be used to change the appear- B Styles are predefined sets of formatting options that save time
ance of a document. and add consistency to a document. A Quick Style appears in

B Font size is measured in points. The higher the point size, the the Styles gallery on the Home tab.

larger the characters. B A theme is a coordinated set of fonts, styles, and colors. When
you change the theme, all text that has a Quick Style applied
to it, including the Normal Quick Style, changes to the fonts,
colors, and styles in the new theme.

B Common font styles are bold, italic, and underline. These
styles can be applied to any font. You can change the color and
style of underlines.

B You can create new Quick Styles by redefining existing Quick

B The look of text can be changed by changing its color and add-
Styles or by creating an entirely new Quick Style.

ing text effects.
B The Clear Formatting command clears all formatting and

B Highlighting can be used to emphasize important text.
styles from selected text.

B The Format Painter copies the format and style of blocks of text.

B VOCABULARY REVIEW

Define the following terms:

attribute font size Quick Style
color palette font style style

font Format Painter text effect
font effect point theme

B REVIEW QUESTIONS
TRUE / FALSE

Circle T if the statement is true or F if the statement is false.

T F 1. Highlighting text has the same effect as using the Italic button.

A point is the unit of measurement for fonts.

When you change the document theme, you change only the colors used for text.

= = =8 =
= | o= o

2
3. A font attribute is its name.
4
5

You can create a new Quick Style, but you cannot change the definition of an existing Quick Style.

Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



WD 98 INTRODUCTORY Microsoft Word Unit

WRITTEN QUESTIONS

Write a brief answer to each of the following questions.

1. What does the Format Painter do?

2. What are three common font styles?

3. What is the color palette in a document?

4. Why would you use a style?

5. What is a Quick Style?

FILL IN THE BLANK

Complete the following sentences by writing the correct word or words in the blanks provided.

1. The design of type is called the

2. A(n) is a set of formatting options that have been named and saved.

3. A(n) is a coordinated set of fonts, styles, and colors.

4. Text that does not have any other Quick Style applied to it is actually formatted with the Quick Style.
5. The command clears manual formatting and styles.
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B PROJECTS

If you have a SAM 2010 user profile, your instructor may have assigned an autogradable version of the indicated project. If so, log into the SAM
2010 Web site at www.cengage.com/sam2010 to download the instruction and start files.

PROJECT 4-1

1.

Open the Certificate.docx Data File. Save the document as
Employee Certificate followed by your initials.

Change all text to 20-point Castellar. If the font is not avail-
able, choose another one.

Apply the Gradient Fill - Purple, Accent 4, Reflection text
effect.

Change the color of all the text to the Light Blue standard
color.

Remove the Reflection text effect, and then add the Blue, 8 pt
glow, Accent color 1 glow effect. (Hint: Click the Text Effects
button, and then point to Glow.)

Select the first paragraph and change its size to 36 points.

Create a new Quick Style named Certificate Heading based
on the first paragraph.

Change Joe Harrington to 36-point Edwardian Script ITC.
Replace Joe Harrington with your name.

Preview the document. Save, print, and close the document.

PROJECT 4-3

1.

Open the Checking Account.docx Data File. Save the docu-
ment as Checking A ccount Info followed by your initials.

Apply the Title Quick Style to the title New Checking Account.
Apply the Heading 2 style to the three headings in the document.

Near the bottom of the document, highlight all four lines of the
address with Gray-25% from the Text Highlight Color palette.

In the last line, format the phone number with bold formatting.
Change the theme to Horizon.

In the last paragraph of the document, replace the Customer
Service Department with your name. Highlight your name
with yellow.

Preview the document. Save, print, and close the document.

10.

11.

12.

13.

PROJECT 4-2

. Open the Handbook.docx Data File. Save the document as

Employee Handbook followed by your initials.

. In a new paragraph after the last paragraph, type the following:

This Data File had the theme applied. Click immediately
before theme in the sentence you just typed. Identify the cur-
rent theme, and then type its name. Press the Spacebar.

. Select all the text and clear the formatting.

. Apply the Heading 1 Quick Style to the first line of text,

Employee Handbook, and then change the font size to 22 points.

. Add a Wavy underline to the first line of text using the same

color as the text.

. Create a new Quick Style called Handbook Title based on the

first line of text.

. Apply the Heading 2 Quick Style to the other four headings in

the document.

. Apply the Subtle Emphasis Quick Style to the last line in the

document (the line you typed).

. Change the theme to Adjacency. Go to the end of the docu-

ment, create a new paragraph, and then type It now has the
Adjacency theme applied. Create another new paragraph, and
then type your name.

Select the heading Regular Attendance. Change the font size to
16 points. Change the color to Gray-50%, Accent 4 (in the first
row under Theme Colors in the color palette).

Redefine the Heading 2 Quick Style to match the Regular
Attendance heading.

In the paragraph under the Confidential Information heading,
italicize the word Never in the third line.

Preview the document. Save, print, and close the document.
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PROJECT 4-5

1. Open the Poster.docx Data File. Save the document as Break 1. Open the Golf Tournament 2.docx Data File. Save the docu-
Room Poster followed by your initials. ment as Formatted Tournament Notice followed by your
2. Apply the Title Quick Style to the first line of text. initials.
3. Change the second line of text so it is 16 points, and has an 2 Ehoose 12; Ehfferent tkie.mfe ) Bet‘sure l};outr d?lt;etlihappr;) priate
Offset Right shadow effect. (Hinr: Click the Text Effects but- e
. with the colors in the image at the top of the sheet.
ton, and then point to Shadow.)
3. In the four lines at the bottom of the sheet, change the format
4. Ch the th to Opulent. ’
ange the theme fo Lpulen of the word in front of the colon to a different font and color,
5. Change the color of the second line of text to Pink, Text 2 (in and then add a style or text effect. (Use the same formatting
the first row under Theme Colors in the color palette). for each of the four words.) Format all four lines in a larger
6. Use the Format Painter to copy the style of the second line of text size.
text to the seventh line of text (How can I build good relation- 4. Underline the title. Use the style and color of your choice, but
ships with my co-workers?). do not underline with the same color as the title text and do not
7. Apply the List Paragraph Quick Style to the four lines of text use the single underline style.
under both headings. 5. Apply a Perspective Shadow effect to the title.
8. Change the font size of the four lines of text under both head- 6. In the third line under the title, replace Robert Shade with
ings to 14 points. your name. Format your name with a Quick Style that looks
9. Jump to the end of the document, and then type your name. CEEUNCE
Format your name with italics. 7. Preview the document. Save, print, and close the document.
10. Preview the document. Save, print, and close the document.

B CRITICAL THINKING

ACTIVITY 4-1

Create a certificate honoring a person in an organization to which
you belong.

ACTIVITY 4-3

ACTIVITY 4-2

You work for a photo lab. In addition to film developing, the lab also
offers reprints, enlargements, slides, black-and-white prints, copies
and restorations, posters, and passport photos. Your manager wants
to include a list of services available with each customer’s order,
and he asks you to create it. List each service, how much it costs,
and how much time it takes to complete. Choose an appropriate
theme, and make effective use of Quick Styles, fonts, font sizes and
style, colors, and effects. Print and close the document.

Hidden text is text formatted with the text effect “Hidden.” You can
only access this formatting if you open the Font dialog box by click-
ing the Font Dialog Box Launcher. Hidden text can be useful if you
want to insert text in a document that won’t print by default. But
what if you forgot that you included hidden text in a file you sent to
someone? Use Help to find out how to remove hidden data from a
document, and then describe what you learned.
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LESSON 5

Formatting Paragraphs
and Documents

®m OBJECTIVES

Upon completion of this lesson, you should be able to:

®  Show and hide the ruler.

®  Set the margins of a document.

®  Align text and adjust paragraph indents.

m  Adjust line and paragraph spacing.

m  Change vertical alignment.

m  Set and modify tab stops.

®  Create and modify bulleted, numbered, and outline numbered lists.

®  QOrganize a document in Outline view.

Estimated Time:
1 hour

m VOCABULARY

alignment

bullet

center

first-line indent

hanging indent

indent

inside margin (gutter margin)
justify

leader

left-align

margin

mirrored margin
multilevel list

negative indent (outdent)
outline numbered list
outside margin
right-align

tab stop (tab)

vertical alignment

WD 101
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Formatting Paragraphs and Documents

Just as you apply formatting to text, you can also use Word features to format para-
graphs and entire documents. Formatting presents a consistent and attractive style
throughout a document, allowing readers to understand your message more easily.

In this lesson, you will learn how to use the ruler, and set margins. You will also
learn how to align paragraphs, adjust paragraph indents and line spacing. Next, you
will learn how to change the spacing before and after paragraphs, change the vertical
alignment of a paragraph, adjust tab stops, and create lists. Finally, you will learn
how to use Outline view.

Viewing the Ruler

Word provides rulers along the top and left margins to help you as you format your
documents. The ruler is hidden by default. To display it, you can click the View
Ruler button located at the top of the vertical scroll bar on the right side of the win-
dow. You can also click the View tab on the Ribbon, and then, in the Show group,
click the Ruler check box.

Setting Margins

D VOCABULARY Margins are the blank areas around the top, bottom, and sides of a page. Word sets
predefined, or default, margin settings, which you can keep or change. To change
margin settings, click the Page Layout tab on the Ribbon, and then in the Page Setup
group, click the Margins button. You can choose from one of the preset margin set-
tings, as shown in Figure 5-1, or you can click Custom Margins at the bottom to
open the Margins tab of the Page Setup dialog box, as shown in Figure 5-2.

margin
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FIGURE 5-1 Margins menu
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Margins tab ( 2 N~
g i L2 Click arrows to change measurement
Margins | Paper | Layout | . one-tenth of an inch at a time
Margins
Top: ”1.' I : | Bottom:
. . Left: z = Right: -
Margins section
Gutter: ['e = Gutter position: |Left E|
Crientation
D VOCABULARY
Portrait Landscape . .
mirrored margin
Pages
Multiple pages: Normal [=] inside margin (gutter margin)
I outside margin
Preview
Apply to: | Whole document E
| ) o (o

FIGURE 5-2 Margins tab in the Page Setup dialog box

Step-by-Step 5.1

1. Open the Diet.docx document from the drive and folder where your Data
Files are stored. Save the document as American Diet followed by your
initials.

2. |If the ruler is not displayed below the Ribbon, above the vertical scroll
bar, click the View Ruler button to display the ruler.

3. On the Ribbon, click the View tab. In the Zoom group, click the One
Page button. Note that the current margins are one inch on all sides.

4. On the Ribbon, click the Page Layout tab. In the Page Setup group,

click the Margins button. The current margin, Normal, is selected. See @ EXTRA FOR EXPERTS

Figure 5-1. Pages in books and magazines
are often formatted with mirrored
margins. The inside margins (also
6. In the Page Setup group, click the Margins button. Wide is selected on called the gutter margins) are the
margins closest to the inside of
the page, near the binding. The

Click Wide. The left and right margins increase to two inches.

the menu. Click Custom Margins at the bottom of the menu. The Page

Setup dialog box opens with the Margins tab on top. See Figure 5-2. outside margins are the margins
7. In the Top box, click the down arrow three times to change the number closest to the edge of the page.
to 0.7".

8. Press Tab. The value in the Bottom box is selected. Type .7.
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9. Click OK. The dialog box closes and the top and bottom margins are
changed.

10. In the Page Setup group, click the Margins button again. Notice that Last
Custom Setting is selected at the top of the menu and that the settings
match the custom settings you chose. Click a blank area of the document
window to close the Margins menu without changing the current setting.

11. On the Ribbon, click the View tab, and then in the Zoom group, click
Page Width.

12. Save the document and leave it open for the next Step-by-Step.

Aligning Text

D VOCABULARY Alignment refers to the position of text between the margins. As Figure 5-3 shows,
alignment you can left-align, center, right-align, or justify text. Left-aligned and justified are
. the two most commonly used alignments in documents. For invitations, titles, and
left-align headings, text is often center-aligned. Page numbers and dates are often right aligned.

center

right-align
justify
This paragraph is left-aligned.

This paragraph is centered.

This paragraph is right-aligned.

This text is justified because the text is aligned at
both the left and right margins. This text is justified
because the text is aligned at both the left and
right margins.

FIGURE 5-3 Examples of different text alignments

To align text, you click one of the Alignment buttons in the Paragraph group on
the Home tab, as shown in Figure 5-4. Alignment settings affect the current para-
graph or currently selected paragraph.
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Alignment buttons
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is left-aligned : Reducing Fat in the |

American Diet
Centered paragraphs

Intreduction
Foday, most Americans are aware that a nutrifious diet that
is low in fat will lead to alonger and healthizrlife. To help
Amencans achieve this goal, the federal govemment
develops dietary guidelines, which give advice aboutwhich
foods Americans should eat to stay healthy.

The U.5. Department of Agriculture and the U.5. Department

of Health and Human Services release the dietary guidelines

every five years. Nutition experts, who study the distany

: effects on health, have mads recommendalions to

- encourage cerain distary practices.

Pageilot2 | Wordn3l | 5 | |[Ela w2 = 14m = [

O

FIGURE 5-4 Alignment buttons

Step-by-Step 5.2

If necessary, click anywhere in the title at the beginning of the document.
2. On the Ribbon, click the Home tab. In the Paragraph group, notice that
the Align Text Left button E is selected. Only one alignment button
can be selected at a time.
3. Inthe Paragraph group, click the Center button . The title is centered.

TIP
Click anywhere in the Introduction heading. In the Paragraph group, -

click the Center button . You can also click the Center but-
ton on the Mini toolbar.

5. Click anywhere in the third paragraph under the Federal Dietary
Guidelines heading (it starts with “Many groups and individuals). In the
Paragraph group, click the Justify button . The paragraph is justified.
Press Ctrl+End. The insertion point moves to the end of the document.

Select the last two paragraphs (Prepared by Roberta Sanchez). In the
Paragraph group, click the Align Text Right button . The last two
paragraphs are right-aligned.

8. Save the document and leave it open for the next Step-by-Step.
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D VOCABULARY
indent

@ EXTRA FOR EXPERTS

The Intense Quote Quick Style
reformats paragraphs so that they
are indented from both margins,
changes the color of the text to
the Accent 1 color in the color
palette, and adds a colored hori-
zontal line under the last para-
graph in the quote.

INTRODUCTORY Microsoft Word Unit

Changing Indents

An indent is the space between text and a document’s margin. You can indent text
either from the left margin, from the right margin, or from both margins. You can
also indent only the first line of a paragraph or all the lines in a paragraph except the
first line.

Indenting Entire Paragraphs

To quickly change the indent of an entire paragraph one-half inch at a time, click the
Increase Indent or Decrease Indent buttons in the Paragraph group on the Home tab.

To change the indent by different amounts, you can drag the Left and Right
Indent markers on the ruler. To change the left indent, drag the Left Indent marker,
which is the small rectangle at the bottom of the icon at the left margin. Note, how-
ever, that the entire icon will move when you drag it. See Figure 5-5. Indenting from
both margins sets off paragraphs from the main body of text. You might use this type
of indent for long quotations.

Home  Inzer

Page Layout tab

Current paragraph

Page Layout
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Reterences Mallings Review View Developer (=0 '__ 7
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ScreenTip

Insertion point in the |’
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Introduction
Teday, mast Americans are aware that o nutritious diet that
is low in fat will lead to a lenger and healthierlife. To help -
Americans achiavea this goal, the fedaral govemmant %
develops diatary guidselines, which give advice abaut which
foods Americans shauld eat ta stay healthy.

Right margin
settings for the
current paragraph

Federal Lietary Guiaelines

The U.5. Department of Agriculture and the U.5. Department
of Health and Human Services release the dietary guidelines
every five years. Nutrition exp erts, who study the dietary
effects on health, have made recommendations ta
encourage certaindietary practices.

When firstintroduced in 1980, some people guestioned the
government”s ability to set nutrition guidelines.

 tany groups and individuals from the health
professions and the food industry questioned the
scientific basis of the guidelines and even the
federal gowvemment's authority to advise its
citizens onwhat they should eat.”
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FIGURE 5-5 Examining paragraph indents

You can also change the left and right indents by clicking the Page Layout tab,
and then setting the exact measurement of the indents in the Left and Right boxes in
the Paragraph group, as shown in Figure 5-5.

Step-by-Step 5.3

1. Scroll up in the document, and then position the insertion point in the
third paragraph under the Federal Dietary Guidelines section (it starts
with “Many groups and individuals).
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2. In the Paragraph group, click the Increase Indent button twice. The
entire paragraph indents one inch, and the Indent marker on the left

end of the ruler moves to the one-inch mark on the ruler.

3. In the Paragraph group, click the Decrease Indent button . The para-
graph indent moves back to the one-half-inch mark.

4. On the ruler, position the pointer on top of the rectangle [L] at the bot-
tom of the Left Indent marker so that the Left Indent ScreenTip appears.

5. Drag the Left Indent marker [ to the three-quarter-inch mark on the ruler,
as shown in Figure 5-5. The paragraph indents another quarter of an inch.

6. On the ruler, drag the Right Indent marker ) to the left to the 4-inch
mark. The paragraph with the quote is indented three-quarters of an
inch from the left margin and one-half inch from the right margin.

7. Save the document and leave it open for the next Step-by-Step.

Setting a First-Line Indent D VOCABULARY

first-line indent
A first-line indent is just what it sounds like—only the first line of a paragraph is

indented. You are familiar with this because it is the usual format for paragraphs set

in type in books, newspapers, and magazines. To indent the first line of a paragraph, - TIP
you can drag the First Line Indent marker on the ruler, as shown in Figure 5-6. After
you set a first-line indent in one paragraph, all subsequent paragraphs you type will
have the same first-line indent.

It's better to set first-line indents
than to use Tab because each time
you press Enter, the new paragraph
will automatically have a first-line
indent.
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FIGURE 5-6 Examining a first-line indent
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Step-by-Step 5.4

INTRODUCTORY Microsoft Word Unit

1. Select the first two paragraphs under the Federal Dietary Guidelines
@3 EXTRA FOR EXPERTS , paragtep Y
heading.
Bletalse o fuibFamel, i yeute 2. On the ruler, position the pointer over the top triangle E on the Left
already typed a paragraph, you can i i ]
click in front of the first line, and Indent marker so that the First Line Indent ScreenTip appears.
then press Tab. Instead of inserting 3. Drag the First Line Indent marker [7] to the one-quarter-inch mark on

a tab marker, this sets the first line
indent to one-half inch.

the ruler. The first line of the two selected paragraphs is indented one-
quarter inch. See Figure 5-6.

4. Select the paragraph above the Recommended Dietary Guidelines for
@ EXTRA FOR EXPERTS . .
Americans heading. Press and hold Ctrl. Use the mouse to select the
You can also create a negative paragraphs under the Recommended Dietary Guidelines for Americans
Il somet|me§ called.an and the Fat in the American Diet headings. Release Ctrl. The three
outdent, by dragging the indent
markers on the ruler to the left paragraphs are selected.
past the left margin, or by setting 5. On the ruler, drag the First Line Indent marker (] to the one-quarter-inch

a negative number in the Left box
in the Paragraph group on the
Page Layout tab.

mark. The first line of the three selected paragraphs is indented one-
quarter inch. Click a blank area of the document to deselect the text.

6. Save the document and leave it open for the next Step-by-Step.

Setting a Hanging Indent

You can also create hanging indents in which the first full line of text is not indented
but the following lines are, as shown in Figure 5-7. To set a hanging indent, drag the
Hanging Indent marker on the ruler to the right of the First Line Indent marker. Hanging
indents appear commonly in lists and documents such as glossaries and bibliographies.

D VOCABULARY
negative indent (outdent)

hanging indent
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FIGURE 5-7 Examining a hanging indent

Step-by-Step 5.5

Select the three paragraphs above the Prepared by line.

2. On the ruler, position the pointer over the bottom triangle El on the Left
: ) —L WARNING
Indent marker so that the Hanging Indent ScreenTip appears.

If the wrong triangle moves,
release the mouse button, and
the lines except for the first line of the three selected paragraphs are then try again.

3. Drag the Hanging Indent marker 8 to the one-half-inch mark. All

indented one-half inch. See Figure 5-7.

4. Save the document and leave it open for the next Step-by-Step.

Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



WD 110 INTRODUCTORY Microsoft Word Unit

Using the Paragraph Dialog Box to Set Indents

You can set indents on the Indents and Spacing tab in the Paragraph dialog box.
You can open the Paragraph dialog box both from the Home tab and from the Page
Layout tab by clicking the Paragraph Dialog Box Launcher in the Paragraph group.
See Figure 5-8.

 * ™
Paragraph M
Indents and Spacng | Line and Page Breaks

General
Alignment: |Left IZI
Qutline level: |Body Text EI

Type measurement
for the left and right || | indentation

indents here |!| Left: 8 Special: L
Righ: o = Hanging n 0.5 B
[T e indents Click to set regular (none),
— — first-line, or hanging indent
Before: [J pt -:: 1| Line spacing: At

After: [opt E] =
7] Don't add space between paragraphs of the same style

Preview

[ Tabs... ] ISetAsgefault] [ oK J[ Cancel

L = J

FIGURE 5-8 Paragraph dialog box

In the Indentation section on the Indents and Spacing tab, type measurements
@ EXTRA FOR EXPERTS in the Left and Right boxes to change the left and right indents. This is similar to
using the Left and Right boxes in the Paragraph group on the Page Layout tab. To set
a first-line or hanging indent, click the Special arrow, choose the type of indent you
want, and then adjust the measurement in the By box.

If you are using mirror margins,

you can use mirror indents. On the
Indents and Spacing tab in the
Paragraph dialog box, click the
Mirror indents check box to select it. Ad I USﬁ ng I.l ne SpQCi ng

You can adjust line spacing in a document, which is the amount of space between
lines of text. Single-spaced text has no extra space between each line; double-spaced
text has an extra line of space between each line of text. You might be surprised to
learn that the default setting in a Word document is 1.15 lines, not single spaced. The
little bit of extra space makes text easier to read on the screen. See Figure 5-9 for
examples of different spacing.
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The line spacing in this paragraph is 1.0 lines. This
means the paragraph is single-spaced.

The line spacing in this paragraph is 1.15 lines This
isthe defaultline spacing forthe Normal Quick

Style.

The line spacing in this paragraph is 1.5 lines. This

is another common line spacing.

The line spacing in this paragraph is 2.0 lines. This

means the paragraph is double-spaced.

FIGURE 5-9 Different line spacing

To change line spacing, you can click the Line and Paragraph Spacing button in
the Paragraph group on the Home tab, and then choose a new line spacing option on
the menu.

Step-by-Step 5.6

1. Press Ctrl+Home, and then click anywhere in the paragraph under the
Introduction heading. Notice that the Normal Quick Style button is
selected in the Styles group on the Home tab.

2. On the Home tab, in the Paragraph group, click the Line and Paragraph
Spacing button ’I? A check mark appears next to 1.15, the current
line spacing, as shown in Figure 5-10. The 1.15 line spacing is part of
the Normal Quick Style definition.

FIGURE 5-10
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3. Click a blank area of the document to close the menu without making a
selection.

4. Click anywhere in the title. In the Styles group, click the down arrow to
scroll the gallery down one row. Notice that the Title Quick Style button
is selected.

5. In the Paragraph group, click the Line and Paragraph Spacing button
=~ again. The line spacing for the title is 1.0 (single-spaced). Single
spacing is part of the Title Quick Style definition. Click a blank area of
the document to close the menu.

6. Press Ctrl+A. All the text in the document is selected. In the Paragraph
group, click the Line and Paragraph Spacing button !I;\ Click 1.0. All
the text in the document is now single-spaced.

7. Save the document and leave it open for the next Step-by-Step.

Adjusting Paragraph Spacing

Another way to increase the readability of a page is to modify the paragraph spac-
ing—the amount of space between paragraphs. You’ve seen this already because the
default in Word is to add 10 points of space after each paragraph, and you used the
Remove Space After Paragraph command on the Line and Paragraph Spacing menu
to remove the space after the paragraphs in the letter you worked on in Lesson 2.
Often heading styles include space before or after the heading paragraph as part of
the style definition. For example, in this book, the format of the Step-by-Step head-
ings include 30 points of space above them, and the format of the blue headings,
such as the Adjusting Paragraph Spacing heading above, includes 42 points of space
before and 10 points of space after. If you want to precisely adjust the space before
or after a paragraph, you can use the Before and After boxes in the Paragraph group
on the Page Layout tab. See Figure 5-11.
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FIGURE 5-11 Examining the paragraph spacing

Step-by-Step 5.7

Click anywhere in the paragraph under the /ntroduction heading.

2. On the Ribbon, click the Page Layout tab. Locate the Spacing section
in the Paragraph group, and notice that 10 pt appears in the After box.
This is the default for the Normal Quick Style.

3. Click anywhere in the title, which is formatted with the Title Quick Style.
The value in the After box changes to 15 pt.

4. Click anywhere in the /ntroduction heading. This paragraph is formatted
with the Heading 1 Quick Style. The value in the Before box changes to
24 pt and the value in the After box changes to O pt.

5. Click anywhere in the Federal Dietary Guidelines heading. This is format-
ted with the Heading 2 Quick Style, which has 10 pt before and O pt
after the paragraph.

6. In the Paragraph group, click the up arrow next to the Before box twice
to change the value to 18 pt.

7. |If necessary, scroll down in the document so that you can see both the
Federal Dietary Guidelines and the Recommended Dietary Guidelines
for Americans headings. The Recommended Dietary Guidelines for
Americans heading is also formatted with the Heading 2 Quick Style, as
are the other two headings in the document.
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8. On the Ribbon, click the Home tab. Make sure the insertion point is still
in the Federal Dietary Guidelines heading.

9. In the Styles group, right-click the Heading 2 style button, and then click
Update Heading 2 to Match Selection. Each paragraph formatted with the
Heading 2 style is modified so that there are 18 points of space before it.

10. Click in the third paragraph under the Federal Dietary Guidelines head-
ing (the paragraph that is indented from both the right and left margins).
On the Ribbon, click the Page Layout tab. Change the space before and
after the paragraph to 12 points.

11. Press Ctrl+End. Select Roberta Sanchez, and then type your name.

12. Save, print, and close the document, but leave Word open for the next
Step-by-Step.

Changing Vertical Alignment

D VOCABULARY Vertical alignment refers to positioning text between the top and bottom margins
of a document. You can align text with the top of the page, center the text, distribute
the text equally between the top and bottom margins (justify), or align the text with
the bottom of the page. To vertically align text, select the text, click the Page Setup
Dialog Box Launcher on the Page Layout tab, and then click the Layout tab in the
Page Setup dialog box, which is shown in Figure 5-12. In the Page section, click the
arrow next to the Vertical alignment box and choose Top, Center, Justified, or Bottom.

vertical alignment

T ™
Page Setup M
Section Layout tab
Section start: New page |Z|

[ Suppress endnotes
Headers and footers
[ pifferent odd and even

[ Cifferent first page Click to select a vertical
Header: |0.5° = i i
— Header: |D.E | alignment option
Footer: |0.57 ¥
Page
Vertical alignment: | Top n

Preview

|
|
|
|
‘ Apply to: .Whole t.:lou..lment EI ILine Mumbers... ] ’ Borders.., ]

o) (o)

FIGURE 5-12 Layout tab in the Page Setup dialog box
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Step-by-Step 5.8

1.

10.

11.

Create a new Word document. Save the document as American Diet
Title Page followed by your initials.

Type your name, and then press Enter. Type the following:

Health and Nutrition 101
Reducing Fat in the American Diet

On the Ribbon, click the View tab. In the Zoom group, click the One
Page button.

Select all the text. On the Ribbon, click the Home tab. In the Font group,
click the arrow next to the Font Size button , and then click 20.

In the Paragraph group, click the Center button . Deselect the text.
On the Ribbon, click the Page Layout tab. In the Themes group, click
the Themes button, and then click Austin. This is the same theme that
is used in the American Diet document.

In the Page Setup group, click the Page Setup Dialog Box Launcher.
The Page Setup dialog box opens with the Margins tab on top.

At the top of the dialog box, click the Layout tab. The dialog box changes
to show the commands on the Layout tab.

In the Page section, click the arrow next to the Vertical alighment box.
See Figure b-12.

Click Center. Click OK. The dialog box closes and the text is centered
vertically on the page.

Save, print, and close the document, but leave Word open for the next
Step-by-Step.

Understanding Tab Stops

Tab stops, or tabs, mark the place where the insertion point will stop when you press
Tab. Tab stops are useful for creating tables or aligning numbered items. In Word,
default tab stops are set every half inch and are left-aligned. Text alignment can be

D VOCABULARY
tab stop (tab)
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set with left, right, center, or decimal tab stops. Figure 5-13 shows examples of
some of these tab stops. (You’ll learn about the dotted leader in the next section.)
Table 5-1 describes each of the tab stops.

Center tab stop
Hi Insert Page Layout Retel Salln Rewly l\ﬂ Devel
Tab selector [ # sescamami-fin - A x| 8- T/ FE 81 9 [aamoa) asmbca AaBbC Aapbe | AL P
Mt ; B I U-asx x| ¥- === |15 (& Tormal | THoSpad.. Headingl Heading 2 ;[‘;:;‘-lf :.S!:dlf
! | | Lef
Decimal tab stop :'I b= L1ab stop
fi i
: Paolo’s Clothing
:_ Item Price Quagtity Total » MNotes
] Blouse 2250 2 $55 Ship directly to customer.
Pants 399 1 $34.99 Ship directly to customer.
Belt, red leather 23 5 $115 Ship to Masterson’s store,
Total $204.99
Dotted line leader :
oot | wewin |G 7| EEz== s U w
FIGURE 5-13 Types of tabs
TABLE 5-1 Tab stops
TAB TAB NAME FUNCTION
|I| Left Tab Left-aligns selected text at the point indicated on the horizontal ruler. This is the
default tab.
|Z| Right Tab Right-aligns selected text at the point indicated on the horizontal ruler. This is use-
ful for aligning page numbers in a table of contents.
|1| Center Tab Centers selected text at the point indicated on the horizontal ruler. This is used
with titles and announcements.
|£| Decimal Tab Aligns selected text on the decimal point at the point indicated on the horizontal

ruler. This is helpful when preparing price lists, invoices, and menus.
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Setting, Modifying, and Clearing Tab Stops

To set a tab stop, select the paragraph, and then click the ruler at the location you
want to set the tab. A tab stop marker appears on the ruler at the location you clicked.
If you want to insert a tab stop other than a left tab stop, click the tab selector at the
far left of the ruler. Each time you click, the tab selector changes to another type of
tab—Ieft, right, center, or decimal. When you insert a tab stop, all of the default tab
stops before that tab stop marker are erased. To move a tab stop, drag the tab stop
marker to a new location on the ruler. To remove a tab, drag the marker off the ruler.

@

The tab selector has additional
options—Bar, First Line Indent,
and Hanging Indent. Keep clicking
the tab selector to return to the
Left Tab icon.

@ EXTRA FOR EXPERTS

The Bar Tab is not a tab stop.
It inserts a vertical line in the
paragraph.

Step-by-Step 5.9

1.

Open the NADA Memo.docx document from the drive and folder where
your Data Files are stored. Save the document as NADA Office Supplies
Memo followed by your initials.

If paragraph marks are not displayed, in the Paragraph group on the
Home tab, click the Show/Hide 11 button . If the ruler is not displayed,
on the Ribbon, click the View tab. In the Show group, click the Ruler
check box to select it. Notice that there are tab marks in each line in the
memo header. The tab marks position the text after the tab mark at the
next default tab stop. For all the lines except the From line, this is one-
half inch. Because the text From: extends to the one-half-inch mark, the
text after the tab mark is moved to the next default tab stop, one inch.

In the memo header, select all four paragraphs (from To through Date).

Locate the tab selector to the left of the ruler below the Ribbon. If it is
not displaying the Left Tab icon E, click it as many times as necessary
to display the Left Tab icon.

On the ruler, click the three-quarter-inch mark. A Left Tab marker is
inserted on the ruler. In the selected paragraphs, the text after the tab
mark moves over to left-align at the tab marker you inserted.

Scroll down until you can see all the items in the list below the para-
graph in the body of the memo (from Inkjet printer through Total). Select
all of the items in the list. The items in the first column are left-aligned
at the one-half-inch mark, the first default tab stop. The items in the
second column appear at the next available default tab stop in that line.

To the left of the ruler, click the tab selector twice. It changes to the
Right Tab icon 4]

@

Position the pointer over the tab
selector or the tab stop marker on
the ruler to see a ScreenTip label-
ing the type of tab.
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FIGURE 5-14

Left and decimal
tab stops set for
the selected list

Left tab stop

D VOCABULARY
leader

8. On the ruler, click the 3%-inch mark. The first column in the list right-
aligns at 3% inches. You wanted the prices to right-align.

9. Click the tab selector five times to return to the Left Tab icon E On
the ruler, click the one-half-inch mark. The first column in the list again
left-aligns at one-half inch on the ruler, and the second column in the
list right-aligns at the 3%-inch mark on the ruler. The price of the sec-
ond item, Surge protector, doesn’t have a decimal point, so the dollar
amount doesn’t align with the other dollar amounts.

10. On the ruler at the 3%-inch mark, drag the Right Tab stop marker E‘
off the ruler. The tab stop marker disappears and the prices shift left to
align at the next default tab stop marker.

11. Click the tab selector three times. It changes to the Decimal Tab icon |I|

12. On the ruler, click the 3%2-inch mark. The dollar amounts align on the
decimal point, as shown in Figure 5-14. (The dollar amount for the sec-

ond item in the list doesn’t have a decimal point, but it is understood
that it is the same as 29.00.)

.
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13. Save the document and leave it open for the next Step-by-Step.

Setting Leaders

Leaders are solid, dotted, or dashed lines that fill the blank space before a tab setting.
Leaders are often used in tables of contents. To insert a leader, open the Tabs dialog
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box, as shown in Figure 5-15. To do this, double-click a tab stop marker on the ruler,
or on the Home or Page Layout tabs, click the Paragraph Dialog Box Launcher, and - TIP

then click Tabs in the Paragraph dialog box. In the Tab Stop Position list, click the
tab stop to which you want to apply the leader. Then, in the Leader section, click the
option button next to the leader you want to use. If you want to set leaders for more
than one tab stop, click Set, and then select the next tab stop and the leader you want
to set. If you are finished, you can simply click OK.

In the Tabs dialog box, click a tab
to select it, and then click Clear to
remove that tab stop. Click Clear
All to remove all the tabs in the
current paragraph.

rTabs mw
o Tab stop position: Default tab stops:
Selected tab stop position 35 0.5 B
I l “| 1ab stops to be deared:
Alignment
Selected leader option G EEH_ | 0 Bge”"” - it
@ Dedmal Bar
e Click to apply the settings
©) LNone . 1 for the selected tab stop
Click to apply settings ®a_ position and close the
for the selected tab [ st ][ dex | [ el ] dialog box
stop position without 7 =
closing the dialog box l [ o J[ cancdl |

FIGURE 5-15 Tabs dialog box

Step-by-Step 5.10

1.

Make sure the list under the first paragraph in the body of the memo is
still selected.

On the ruler, double-click the tab stop marker at the 3%2-inch-mark. The
Tabs dialog box opens. You want to set a leader in front of the tab at
the 3%-inch mark. (If the Page Setup dialog box opened instead, click
Cancel and try again. If you inserted a new tab stop marker on the ruler,
drag it off the ruler, and then try again.)

In the Tab stop position list, click 3.5". The value is selected.

In the Leader section, click the 2 ....... option button. You are setting
the leader for only one tab stop, so you do not need to click Set. See
Figure 5-15.

Click OK. The dialog box closes and dotted leaders are inserted in front
of the items aligned at the 3Y2-inch mark.

In the To line in the memo header, position the insertion point after the
tab mark. Type your name.

Save, print, and close the document, but leave Word open for the next
Step-by-Step.
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Using Bulleted and Numbered Lists

Sometimes you may want to create a bulleted or numbered list in a document. A
numbered list is useful when items appear sequentially, such as instructions. A bul-
D VOCABULARY leted list often is used when the order of items does not matter. A bullet is any small
bullet character that appears before an item. Small, solid circles are often used as bullets,
but other symbols and icons, as well as pictures, may serve as bullets.

Creating Bulleted and Numbered Lists

You have already used the AutoFormat As You Type feature to create a numbered list.

- TIP Another way to create a numbered list as you type is to create a new paragraph, and
then, in the Paragraph group on the Home tab, click the Numbering button. Likewise,
to create a bulleted list as you type, click the Bullets button in the Paragraph group.

When you are finished adding items to the list, press Enter twice. Pressing it the
first time inserts a new bulleted or numbered item. When you press Enter a second
time without typing anything, the AutoFormat As You Type feature assumes you are
finished with the list and changes the new paragraph to a Normal paragraph. You can
also click the Bullets or Numbering button in the Paragraph group to turn the feature
off, or if the next paragraph is formatted with the Normal style, you can click the
Normal style button in the Quick Styles gallery.

You can also change a list that you already typed to a bulleted or numbered list
by selecting all the items in the list, and then clicking either the Bullets or Numbering
button in the Paragraph group.

Step-by-Step 5.11

1. Open the Diet Guidelines.docx document from the drive and folder

You can also click the Bullets but-
ton on the Mini toolbar.

where your Data Files are stored. Save the document as American Diet
Guidelines followed by your initials.
Select the two paragraphs in the first indented list.
On the Home tab, in the Paragraph group, click the Numbering button E
Numbers are inserted in front of each item, and the extra space after each
paragraph is removed.

4. In the list, click at the end of the first line (after healthy weight). Press
Enter. A new numbered item 2 is created. Type Be physically active
each day. See Figure 5-16.
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FIGURE 5-16
Numbered list
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5. Select all the items in the second indented list. On the Home tab, in the
Paragraph group, click the Bullets button E‘ The paragraphs are
changed to a bulleted list.

6. Click after the last item in the list (after sugar). Press Enter. A new bul-
leted item is created. Type Food with less salt. See Figure 5-17.

FIGURE 5-17
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7. Press Enter. A new bulleted item is created.
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8. Press Enter again. The bullet is removed and a new blank paragraph is
created. Type These guidelines emphasize that moderate consumption
is the key to good health.

9. Save the document and leave it open for the next Step-by-Step.

Customizing Bulleted and Numbered Lists

@ EXTRA FOR EXPERTS

You can customize bulleted and numbered lists. Lists are automatically indented and
For more bullet or number style formatted with a hanging indent. You can change the indents by dragging the indent
choices, click Define New Bullet or markers on the ruler.
Define New Number Format at the You can also customize the bullets and the numbers in a list. To do this, click
bottom of the Bullets or Numbering the arrow next to the Bullets or Numbering button in the Paragraph group to open a
galleries to open dialog boxes with gallery of bullet or number styles, as shown in Figure 5-18 and Figure 5-19. Click
more formatting options. a different style in the gallery to change the bullets or numbers to that style.

@ EXTRA FOR EXPERTS

To use a picture bullet, click
Define New Bullet at the bottom of
the Bullets gallery, and then click
Picture in the Define New Bullet
dialog box. Picture bullets occur
frequently in documents created
for the Web.
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FIGURE 5-18 Bullets gallery
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FIGURE 5-19 Numbering gallery

Step-by-Step 5.12

1. Select the three numbered list items. (The numbers themselves will not
be selected.)

2. On the Home tab, in the Paragraph group, click the arrow next to the
Numbering button ’?‘

3. Click the uppercase Roman numerals style. The numbers in the list
change to Roman numerals.

4. On the ruler, drag the Left Indent marker [ to the 1Y-inch mark.
Notice that the other indent markers followed the Left Indent marker
to keep the indents set the same distance apart. The indents change so
that the numbers are aligned at the one-inch mark and the text after the
numbers aligns at the 1V4-inch mark.

Select the bulleted list. (The bullets will not be selected.)

6. On the Home tab, in the Paragraph group, click the arrow next to the
Bullets button ’?‘

7. Click the arrow pointing to the right and shaded half black and half
white. The bullets in the list change to right-pointing arrows.

On the ruler, drag the Left Indent marker [ to the 1%-inch mark.

9. Press Ctrl+End, press Enter, and then type your name.

10. Save, print, and close the document, but leave Word open for the next
Step-by-Step.
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D VOCABULARY
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INTRODUCTORY Microsoft Word Unit

Creating a Multilevel List

A multilevel list is a list with two or more levels of bullets or numbering. A num-
bered multilevel list is sometimes called an outline numbered list. An easy way to
create a multilevel list is to use the Multilevel List button in the Paragraph group on
the Home tab. When you click it, a gallery of multilevel list styles opens, as shown in
Figure 5-20. Click the style you want to use, and then start typing the list.
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FIGURE 5-20 Multilevel list styles

To create the next item in the list, press Enter. You can change the newly inserted
item to a lower-level in one of three ways: (1) press Tab; (2) click the Increase Indent
button in the Paragraph group; or (3) click the Multilevel List button, point to Change
List Level, and then select the level you want in the submenu that opens. Likewise,
you can move an item up a level from an indented level in one of three ways: (1) press
Shift+Tab, (2) click the Decrease Indent button, or (3) use the Change List Level
submenu.

You can also create multilevel lists in an ordinary bulleted or numbered list
using the same methods to change levels, but it’s easier to choose the exact format
you want when you use the Multilevel List button.

Step-by-Step 5.13

1. Create a new Word document. Save it as Health Plan followed by your
initials.

2. Type Health Plan, and then press Enter.
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3. On the Home tab, in the Paragraph group, click the Multilevel List but-
ton . In the gallery, click the list style that uses Arabic numbers (1.)
as the first level, lowercase letters (a.) as the second level, and lower-
case Roman numerals (/.) as the third level. The numbers and letters
should be followed by a close parenthesis.

4. Type Perform aerobic exercise at least three times a week., and then
press Enter. A second item at the first level is created.

5. On the Home tab, in the Paragraph group, click the Increase Indent but-
ton . The paragraph is changed to a second-level item.

6. Type the following, pressing Enter after you type each item:

Walk
Run
Swim
Other

7. |If you didn't press Enter after entering the last item, press it now. In
the Paragraph group, click the Decrease Indent button E The current
paragraph is changed to a first-level item.

8. Type Perform weight training twice a week., and then press Enter. Press
Tab. The new item is changed to a second-level item.

9. Type Three sets of 15-18 reps, and then press Enter. Press Tab. The
item is changed to a third-level item.

10. Type Increases muscle tone, and then press Enter. Type Use lighter
weights, and then press Enter.
11. Press Shift+Tab. The blank item is changed to a second-level item.
12. Type the rest of the items in the list, as shown below:
b. Three sets of 5-8 reps
i. Weight should be heavy enough that the last rep in
each set is very difficult
ii. Builds muscle
3. Increase fruits and vegetables.
a. Cut up vegetables so they are easy to grab when looking
for a snack
b. Reach for fruit when looking for something sweet
13. At the top of the vertical scroll bar, click the View Ruler button to
hide the ruler.
14. At the top of the document, position the insertion point at the end of
the first line (Health Plan), press Enter, and then type your name.
15. Save, print, and close the document, but leave Word open for the next
Step-by-Step.
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Promote and
Demote buttons

INTRODUCTORY Microsoft Word Unit

Organizing a Document in Outline View

In Outline view, you can type topic headings and subheadings for a document. You
could use a multilevel list to do this, but when you use Outline view, you can switch
to Normal view and the headings are all set up for you. To switch to Outline view,
click the View tab on the Ribbon, and then in the Document Views group, click the
Outline button. You can also click the Outline button to the left of the Zoom slider at
the bottom-right of the document window.

When you switch to Outline view, a new tab, the Outlining tab, appears as the
active tab on the Ribbon to the left of the Home tab. A round symbol with the minus
sign in it appears in the document, as shown in Figure 5-21. When you type a head-
ing, the text appears to the right of the circle. The minus sign indicates that there are
no subheadings or body text below the heading. A plus sign in the circle before a
heading indicates that there are subheadings or body text below the heading.

Outlining tab

m Gutining [T T e T e vur Developer Click to choose
e | Show Levak | Al Levels . =N
Move Up and  # # ‘= e ; | the number of
Move Down 757/ " ~ [ Show FistLine i levels to show
Oidline Tools
buttons 5

© WhyExercise?]

© Livelonger

Current level

Lowerhigh-blood-pressurey
© Lowercholesterol

© Look-better]

Indicates that

@ Tonemusclesy
Lose ighty

Indicates that no
subitems appear
below this item

B
2> Feelbettery
difrease-en ek'!“
© Enhanceself-esteem

subitems appear
below this item =

FIGURE 5-21 Text in Outline view

Creating an Outline

When you switch to Outline view in a blank document, the first line of the docu-
ment is ready for you to type the first heading. Word formats this heading with the
Heading 1 style. When you press Enter, a new Level 1 heading, formatted with the
Heading 1 style, is created. As with bulleted and numbered lists, if you press the Tab
key, you create a Level 2 heading. In Outline view, you can also click the Demote
button in the Outline Tools group to demote the text to Level 2. Likewise, if you want
to change a heading from a lower level to a higher level, you can press the Shift+Tab
keys or click the Promote button.

Step-by-Step 5.14

1. Create a new Word document. Save the document as Exercise Plan fol-

@ e

If you use the built-in Heading
styles to format your headings in
Print Layout view, they will show up
in Outline view at the proper level.

lowed by your initials.

2. On the Ribbon, click the View tab. In the Document Views group, click
the Outline button. The Outlining tab appears on the Ribbon to the left
of the Home tab and is the active tab. The insertion point is blinking next
to a circle containing a minus sign. In the Outline Tools group on the
Outlining tab, the level is identified as Level 1 in the Outline Level box.
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3. Type Why Exercise?. Press Enter. A new Level 1 paragraph is created.

In the Outline Tools group, click the Demote button to indent the
paragraph to Level 2. The Outline Level box indicates that the item is a
Level 2 item.

5. Type Live longer. Press Enter, and then press Tab. The next item indents
more to become a Level 3 item.

6. Type Lower high blood pressure, and then press Enter. Type Lower
cholesterol, and then press Enter.

7. In the Outline Tools group, click the Promote button . The blank
paragraph moves up to become a Level 2 item.

8. Type the following:
Feel better
Enhance self-esteem
9. If you didn’t press Enter after typing the last item, press it now. Press
Shift+Tab. The blank item moves up a level to Level 2.
10. Type the following:
Look better
Lose weight
Tone muscles
Increase energy

11. Save the document and leave it open for the next Step-by-Step.

Modifying an Outline

Once you have typed an outline, you can easily modify it. You can drag a heading to
a different position in the outline by dragging the circle with the plus or minus sign
in it. You can also click the Move Up and Move Down buttons in the Outline Tools
group. When you move a heading, all the subordinate text underneath it moves too.
To make it easier to reorganize the outline, you can click the Expand or Collapse
buttons in the Outline Tools group or you can click the arrow next to the Show Level
box in the Outline Tools group to view only the headings you want.

Closing Outline View

If you want to add text to your document below the headings you create in
Outline view, it’s easier to work in Print Layout view. To close Outline view, you
click the Close Outline View button in the Close group on the Outlining tab.
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Step-by-Step 5.15

1. On the Outlining tab, in the Outline Tools group, click the arrow next to

the Show Level box. Click Level 2. The outline changes to display only
the Level 1 and Level 2 items.
2. Double-click the plus sign @ next to Feel better. The item expands to
@ e . . .
display the subitems below it.

You can also click the Expand but- 3. In the Outline Tools group, click the arrow next to the Show Level box.
ton in the Outline Tools group to

expand an item.

Click All Levels. All the levels are shown in the document again.

4. |In the subitems under Look better, position the pointer on top of the
minus sign Q next to /ncrease energy. Press and hold the left mouse

.TIP button and start dragging the minus sign up the list. As you drag,
The outline symbols on the screen the pointer changes to a double-headed arrow jt and a horizontal line
in Qutline view show you the docu- appears. Drag until the line is above Enhance self-esteem and below

ment’s structure. They will not

. Feel better. Release the mouse button. The /ncrease energy item is
appear when you print.

repositioned as the first subheading under Feel better.

Click the minus sign G next to Lose weight. The item is selected.

In the Outline Tools group, click the Move Down button E The item
moves down one line so it is the second Level 3 item in the Look better
section.

7. Click the plus sign Q next to the Look better heading. The item and its
subitems are selected.

8. In the Outline Tools group, click the Move Up button E three times.
The item and its subitems move up above the Feel better item.

9. Insert a new Level 1 heading at the end of the document, and then type
your name.

@ EXTRA FOR EXPERTS 10. In the Close group, click the Close Outline View button. Outline view

closes and you are returned to Print Layout view. You can see that the
To print only the headings (outline)

of a document, switch to Outline
view, display the level of headings need to scroll up.)
you want to print, and then print 11.
the document.

headings are formatted with the Headings Quick Styles. (You might

Switch back to Outline view. Hide the formatting marks.

12. Save, print, and close the document.
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SUMMARY

In this lesson, you learned:

You can show and hide the ruler to suit your working style by
clicking the View Ruler button at the top of the vertical scroll
bar, or by clicking the View tab, and then selecting the Ruler
check box in the Show/Hide group.

Margins are the blank areas around the top, bottom, and sides
of a page. You can change the margin settings by clicking the
Margins button in the Page Setup group on the Page Layout tab.

You can align text by clicking one of the alignment buttons in
the Paragraph group on the Home tab.

You can indent text either from the left margin, from the right
margin, or from both margins. You can also set first-line and
hanging indents.

You can change the line spacing of text from the default of
1.15 lines to 1.0 (single-spaced), 2.0 (double-spaced), or
greater. You can change the paragraph spacing by changing the
measurements in the Before and After boxes in the Paragraph
group on the Page Layout tab.

B VOCABULARY REVIEW

You can change the vertical alignment of text by opening the
Page Setup dialog box, clicking the Layout tab, and select-
ing an alignment option from the Vertical alignment list in the
Page section.

Text alignment can be set with left, right, centered, or decimal
tabs. Leaders can be used with any kind of tab.

You can use the Bullets or Numbering buttons in the Paragraph
group on the Home tab to create bulleted or numbered lists.
To change the appearance of a list, click the arrow next to the
Bullets or Numbering button to choose a different bullet or
numbering style.

You can use the Multilevel list button in the Paragraph group
on the Home tab to create a list with a hierarchical structure.

You can work in Outline view to set up the outline of a
document.

Define the following terms:

alignment justify
bullet leader
center left-align
first-line indent margin

hanging indent

mirrored margin

indent multilevel list

inside margin (gutter margin)

B REVIEW QUESTIONS

negative indent (outdent)
outline numbered list
outside margin
right-align

tab stop (tab)

vertical alignment

TRUE / FALSE

Circle T if the statement is true or F if the statement is false.

T

H o= o= =

F 1. Documents are normally left-aligned or justified.

You can change the bullet used for bulleted lists.

I

Line spacing is the amount of space between paragraphs.

2
3. Double-spaced text has a full blank line between each line of text.
4
5

The only way to change an indent is to use the Indent markers on the ruler.
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MULTIPLE CHOICE

Select the best response for the following statements.

1. Which of the following margins can you customize in a document?
A. Top and bottom C. Top, bottom, right, and left
B. Right and left D. You cannot customize margins in a document.

2. When you change the vertical alignment of text, you change the position of text between:
A. two sentences C. the left and right margins
B. all margins D. the top and bottom margins

3. The small rectangle marker below the two triangle markers at the left edge of the ruler indicates the:
A. left indent marker C. hanging indent marker
B. first-line indent marker D. decrease indent marker

4. Text can be aligned using all of the following types of tab stops except:

A. decimal C. center
B. right D. justified
5. In Outline view, which button do you click to move an item up to a higher level?
A. Plus C. Demote
B. Promote D. Expand

FILL IN THE BLANK

Complete the following sentences by writing the correct word or words in the blanks provided.

1. The blank areas around the top, bottom, and sides of a page are the

2. A(n) indents the lines that follow the first full line of text.

3. The position of text between the margins is called the

4. mark where the insertion point will stop when you press Tab.

5. In view, you can type topic headings and subheadings for a document.

B PROJECTS

If you have a SAM 2010 user profile, your instructor may have assigned an autogradable version of the indicated project. If so, log into the SAM
2010 Web site at www.cengage.com/samZ2010 to download the instruction and start files.

PROJECT 5-1

1. Open the Poster 2.docx document from the drive and folder 5. Press Ctrl+End, and then create a new paragraph that is not
where your Data Files are stored. Save the document as Break part of the second bulleted list. Type your name, press Tab,
Room Poster 2 followed by your initials. and then insert the current date. Display the ruler, if necessary,

and then use a tab stop to right-align the date at the 6%2-inch

2. Center the title. . .
enter the fitte mark. (Hint: You’ll have to click to position the tab stop near

3. Change the line spacing of the four items after each heading to the 6Y2-inch mark on the ruler, and then drag the tab stop on top
1.5 lines. of the Right Indent marker.)
4. Change the four items under each heading into a bulleted list. 6. Vertically center the text on the page.

11 1 he soli 11 1.
LIl Ol Ea B D L T ARt 7. Hide the ruler, and then save, print, and close the document.
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PROJECT 5-2

. Open the Shipping.docx document from the drive and folder
where your Data Files are stored. Save the document as
Overnight Shipping followed by your initials.

. Center the heading Overnight Shipping.

. Change the spacing of the paragraph under the heading so that
there are 6 points of space before it and 18 points of space
after it.

. Indent the first line of the paragraph under the Overnight
Shipping heading one-quarter inch.

. Single space the paragraph under the heading.

. Jump to the end of the document, and then press Enter. Change
the spacing before and after this paragraph to zero, and then
change the first-line indent to zero (that is, remove the first line
indent).

. In the new paragraph, set left tabs at 1.75 inches, 3 inches, and
4.75 inches.

. Type the headings Company, Cost, Weight Limit, and
Delivery Time, using tabs to separate the four columns.
Underline the headings without underlining the spaces between
the headings.

. Press Enter. In the new paragraph, remove all of the tabs from
the ruler and turn off underlining.

10.
11.
12.

13.

14.

15.

16.

Set a decimal tab at 2 inches.
Set a center tab at 3.5 inches.

Set aright tab at 5.63 inches (the tick mark on the ruler between
the 5%2- and 5%4-inch marks).

Open the Tabs dialog box. In turn, select each of the measure-
ments in the Tab stop position list, click the 2 ....... option but-
ton, and then click Set. Click OK to close the dialog box after
all three of the tab stops have been formatted with the dotted
line leader.

Using the tabs you just set, type the following information:

Zippy $20.50 2 Ibs. 10:00 a.m.
Lightning  $15.75 11lb,40z. 1:00 p.m.
Speed Air $11.95 none 3:00 p.m.
Pronto $10.99 10 oz. 12:30 p.m.

Create a new paragraph at the end of the document with
42 points of space before it. Type your name.

Save, print, and close the document.
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PROJECT 5-3

1.

Create a new Word document. Save it as Resume for Jeffrey
followed by your initials.

Set all margins at 1.2 inches.

Type the resume shown in Figure 5-22. Use alignment com-
mands, indenting, and tabs to format the text. The theme is the
Office theme with the default font and font size. The name at
the top is 14 points. All the text is single spaced. The text is
centered vertically on the page. The final resume should not
contain any blank paragraphs (in other words, adjust the para-
graph spacing as needed).

Preview the document.

5. Insert a new paragraph at the end of the document, type

Prepared by followed by your name. Right-align this
paragraph.

Save, print, and close the document.

PROJECT 5-5

1.

Open the Interview 2.docx document from the drive and
folder where your Data Files are stored . Save the document as
Interview Preparation Tips followed by your initials.

Change all the text except the title to double-spaced. Change
the space after all the paragraphs except the title to 24 points.

Center the title. Justify the rest of the text.
Indent the first line of all the paragraphs except the title % inch.

At the end of the second paragraph, position the insertion point
after the colon after the words such as. Insert a new paragraph
and then type the following as a bulleted list. Use a bullet char-
acter of your choice.

Names and addresses of former employers
Names and addresses of references

Social Security card

A copy of your resume

School records

Create a new paragraph at the end of the document, right-align
it, and then type your name.

7. Save, print, and close the document.
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PROJECT 54

1.

Open the Invitation.docx document from the drive and folder
where your Data Files are stored. Save the document as
Wedding Invitation followed by your initials.

Change the font of all the text to 24-point, bold Vivaldi. (If this
font is not available, choose another font.) Change the color to
Black, Text 1, Lighter 25%.

. Center all the text vertically and horizontally on the page.

Create a new paragraph at the end of the document. Change
the font to 11-point Calibri, not bold. Format the paragraph so
that there are 36 points of space before it and 10 points after it.
Type your name.

Save, print, and close the document.
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JEFFREY WEBSTER
5524 Grand View Road
Clearwater, FL 33759-9047
727-555-9613

GOAL An entry-level administrative assistant position with an opportunity for advancement.

WORK EXPERIENCE

Assistant to the Sales Manager, Four Winds Sales, Clearwater, Florida
September 2011 to present
Duties: Use computer to enter data, greet visitors, and answer telephone.

Recreation Assistant, Clearwater Summer Sports Camp
Summer, 2011
Duties: Taught soccer to third and fourth graders.

Cashier (Part-time), Classics Videos, Clearwater, Florida
October 2010 to May 2011
Duties: Assisted customers and operated cash register.

EDUCATION

Prescott Junior College, Clearwater, Florida

September 2011 to present

Business Subjects: Accounting, Office Administration, Word, Excel, PowerPoint, and
Access

West High School, Clearwater, Florida
Graduated May 31, 2008
Grade Point Average: 3.5

EXTRACURRICULAR ACTIVITIES

Secretary, Future Business Leaders of America
National Honor Society

Varsity Soccer team

Quill and Scroll, Journalism Honor Society

Habitat for Humanity
Friends of the Library

REFERENCES

Furnished upon request.

FIGURE 5-22
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PROJECT 5-6 PROJECT 5-7

1. Create a new Word document. Save it as Agenda followed by
your initials.

2. Set the top margin to two inches and the bottom, left, and right
margins to one inch.

3. Type the agenda shown in Figure 5-23. Format all the paragraphs
in the list so there is no space before or after them. Format the
third paragraph in the heading (it starts with 7:00 p.m.) so there
are 48 points of space after it. All the lines are single spaced, and
the font color of all the text is black.

4. Insert a new paragraph at the end of the document. Deselect
the Multilevel List button. Format the new paragraph with 36
points of space above it, and then type your name.

5. Save, print, and close the document.

B CRITICAL THINKING

1. Create a new Word document. Save it as Government fol-
lowed by your initials.

2. In Outline view, type the list shown below.

3. Change the Senators item so that it is a Level 2 item with
subitems, and then move it so that it is the first item under
Legislative Branch.

4. Press Ctrl+Home. Type U.S. Federal Government as a new
Level 1 heading. Insert your name as a new Level 2 heading.

5. Save, print, and close the document.

Executive Branch
President
Elected by Electoral College
Term - Four years
Judicial Branch
Supreme Court Justices
Appointed by President
Term - Life
Senators
Elected by Direct Vote - Statewide
Term - Six Years
Legislative Branch
Representatives
Elected by Direct Vote - Congressional District
Term - Two Years

ACTIVITY 5-1

Create your own resume using the format of the resume in Project 5-3.
Trade your resume with a classmate. Edit each other’s resume, and
then make corrections to your resume if you feel they are warranted.

ACTIVITY 5-3

Use Help to learn how to change a single-level list into a multilevel
list style. Create a new Word document and describe the process.

ACTIVITY 5-2

Make a bulleted list of your three favorite songs, three favorite
books, and three favorite movies. Choose a different bullet symbol
for each list by clicking Define New Bullet on the Bullets menu,
and then click Symbol in the Define New Bullet dialog box. Click
the arrow next to the Font box at the top of the dialog box, and then
click one of the Wingdings fonts. Search for just the right bullet
character for each list.
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LANCASTER INDEPENDENT SCHOOL DISTRICT
Agenda for Board of Trustees Meeting
7:00 p.m., Monday, April 22, 2013

I. Verify quorum
II.  Approve minutes for March 25,2013 meeting
III. Approve the Tax Report for January, 2013
IV. Committee Reports
A. Curriculum
B. Textbooks

C. Construction
D. Building Maintenance
V. Old Business
A. Maintenance Contracts
B. Cafeteria
VI. New Business
A. Recognition of students participating in School Clean-up Week
B. Short-term Borrowing

VII. Next Meeting, Monday, May 20, 2013

FIGURE 5-23
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Estimated Time:

2 hours
LESSON 6
Working with Graphics
m OBJECTIVES ® VOCABULARY
Upon completion of this lesson, you should be able to: aspect ratio
m  Create and balance columns. callout
m  Add borders and shading. chart
® |nsert clip art and pictures. clip art
® [nsert, resize, and move inline and floating objects. crop
®  Recolor graphics. diagram
®  Draw and modify shapes. floating object
®  Add text and callouts to drawings. graphic
m  Create and modify SmartArt and WordArt. inline object
keyword
object
pull quote

rotation handle
selection rectangle
sidebar

sizing handle
SmartArt

text box

WordArt

WD 137
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graphic

Page Layout tab

Columns button

Click to open
Columns dialog box
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Working with Graphics

You can enhance documents by adding graphics. Graphics are pictures that help
illustrate the meaning of the text and make the page more attractive. You can add
predefined shapes, diagrams, and charts as well as photographs and drawings. You
can also use the drawing tools in Word to create your own graphics and add them to
your documents.

Creating Columns

Sometimes a document can be more effective if the text is formatted in multiple col-
umns. A newsletter is an example of a document that often has two or more columns.
Columns are easy to create in Word. You click the Page Layout tab on the Ribbon,
and then, in the Page Setup group, click the Columns button. The Columns menu
opens, as shown in Figure 6-1.

Home  Inzert Page Layout | References Malings  Revew  View  Developer

24 orientation = 4=} Breaks +

As E- ] waleimark < Tndent Spating | S
""" B 52 G- Y tine tumbers - | S page Color = | 5 e (o 2 4 Berorm 0pe = 1
Tnemes DI g g A el < Tap '
L @l BE Column s| b Hyphenation » | [} Page Borders | 2% Right: 0" =] 48 e o = 2" By Selection Pane

% | Page Backarourd Parngmph Arrange
i il S e RS

Newsletter
July

=i | fught

55 More Colmnz.. |

Hampton Hills Reorganizes

We hawve recenlly reorganized our office staff. To help you locale the correct person when you heve a
problem, please refar to the following chart.

% Jose Franco, Office Manager

% Bob and Sue Ming, Superintendents

<% Patsy O'Malley, Parsonnal Director

< Don Peters, Activities Director
Mardi Gras Party

Management will host our annual summer party on August 1. This year's theme is Mardi Gras. You and
your guest will receive masks and beads donaled by Parly Everywhere.

Pageilof2 | Wordnans | <3 F

]

B Ll

i+

FIGURE 6-1 Columns menu

You can choose one, two, or three columns of equal width. You can also choose
Left or Right, which creates two columns with either the left or the right column
a little less than half the size of the other column. If none of these options suits
you, you can click More Columns at the bottom of the Columns menu to open the
Columns dialog box. See Figure 6-2. In this dialog box, you can create columns of
custom widths, or you can add a vertical line between columns. You can also click
the Apply to arrow and choose to apply the columns to the whole document (the
default) or from the location of the insertion point to the end of the document.



LESSON 6 Working with Graphics

g i
Columns M

Presets

Ore Two Thres Left Right
Mumber of columns: (2 15 Line between
Width and spacing Preview Select to insert a

Col #:  width; Spacing:
|3.25" B |o.5" =

line between columns

I [3.25°
W[ i
| Equal column width
Apply to:  |Whole document E | Start new column
| [ Ok ] [ Cancel

FIGURE 6-2 Columns dialog box

After you create columns, you might need to change the point at which a new
column starts. You can do this using either of two methods. First, you can automati-
cally create columns that are the same length. This is called balancing columns. To
do this, click at the end of the columns you want to balance, click the Page Layout
tab, and then, in the Page Setup group, click the Breaks button. On the menu that
opens, click Continuous. Second, you can insert a column break to force a column to
start at the point where you insert the break. To do this, position the insertion point
immediately in front of the text you want to start the next column. In the Page Setup
group on the Page Layout tab, click the Breaks button, and then click Column.

Step-by-Step 6.1

1. Open the Newsletter.docx document from the drive and folder where
your Data Files are stored. Save the document as HH Newsletter fol-
lowed by your initials.

2. On the Ribbon, click the Page Layout tab. In the Page Setup group, click
the Columns button. The Columns menu opens as shown in Figure 6-1.
On the menu, click Two. The entire document is formatted in two col-
umns. But you want the newsletter title and date to be centered across
the page, not placed in the first column.

3. On the Quick Access Toolbar, click the Undo button @ The document
returns to its original format.

4. Position the insertion point before the H in the Hampton Hills
Reorganizes heading. You want everything after this point to be format-
ted in two columns and everything before this point to remain formatted
as one column.

Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



BTSN  NTRODUCTORY  Microsoft Word Unit

5. In the Page Setup group, click the Columns button, and then click More
Columns. The Columns dialog box opens. Notice that the Preview sec-
tion shows one column.

6. In the Presets section at the top of the dialog box, click Two. Click the
Line between check box to insert a check mark. The Preview section
changes to show two columns with a line between the columns. Refer
back to Figure 6-2.

7. At the bottom of the dialog box, click the Apply to arrow, and then click

- U This point forward. The Preview box changes to reflect this setting.

To format only part of the docu- 8. Click OK. The dialog box closes, all the text in the document from the
ment in columns without opening

the Columns dialog box, select the

first heading to the end is formatted in two columns, and a line appears

paragraphs you want to format in between the two columns.

COIumn_s' Ui, Gl S e 9. On the Ribbon, click the View tab. In the Zoom group, click the One
button in the Page Setup group on ) _

the Page Layout tab, and use any Page button. The document appears in One Page view.

of the commands on this menu. 10. At the bottom of the second column, click immediately after the last

period after the last word in the column, month. On the Ribbon, click
the Page Layout tab. In the Page Setup group, click the Breaks button,
and then click Continuous. Some of the text in the first column shifts to
the second column and the two columns are now the same length.

11. On the Ribbon, click the Home tab. In the Paragraph group, click the
Show/Hide 1 button to display formatting marks. Notice at the top
of the document, after July, a double dotted line and the words Section
Break (Continuous) appear. This is the point in the document at which
the two-column format starts. At the bottom of the second column, a
double dotted line appears. This is the continuous break you inserted.

12. In the Paragraph group, click the Show/Hide 1 E button again to hide
the formatting marks. Save your changes to the document. Leave it
open for the next Step-by-Step.

Adding Borders and Shading to Paragraphs

Borders around a paragraph draw the reader’s attention to the paragraph. You can
specify whether the border appears on all four sides (like a box), on two sides, or on
only one side of the paragraph. You can also specify the border style, for example,
whether the border consists of a single or a double line, is thick or thin, or includes
a shadow or a 3-D effect.

To add a border, first select the text around which you want the border to appear.
On the Home tab on the Ribbon, click the arrow next to the Borders button in the
Paragraph group. A menu of border choices opens, as shown in Figure 6-3. You
can click a command on the menu to add a border. Note that you can then click the
arrow next to the Borders button again and click another command to add a second
border to the selected text. For example, if you wanted to add a border above and
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below a paragraph, you would click Bottom Border on the menu, open the menu
again, and then click Top Border. If you opened the menu again, both commands
would be selected. Note that the icon for the Borders button and the exact name of
the ScreenTip changes to reflect the most recent choices made.

Home Insert Page Layout Reterences View Developer : ?
. & oy oy . FArFnd -
[j | e Ao m | B M T asBbcel AsBbCcl AaBbC AaBbCr A g _a.'p.,(.
paste 7 B U-dew, % | f-¥-A- = - [ Tlarmal T MoSpad.. Headingl Heading2 ;[',L",ﬂf :Smd_
Cliphoard & Fant 5 Bemaragt i gottom Sorder Snyles Editng |
Amusement Park Discount-Tickets | T e &
N Availabl [ Left Borger na fireworks are allowsd a
ow Avallable il Bight Eorder on Hampton property.
Hamplon-Hiiis and the Parks of Peoria are 151 | b B
cfenng discount tickets to Safari Park. You can I-_LI N‘I’::' i on & lessh. Thisis &
pick up tickets and a map in the office during i xeep them safe.
Borders button business hours. Limit five lickels per person [ Outside Borders
pleasa HH stde Bardars wer Street on Saturday.
i r  Inside Horizontal Border tU m cm f‘x 1ns T
New Laundry Machines st [k 0 the streetwil
Cwr laundry facility manager has purchased | o o Bofe
three new washers and three new dryers for the o Pay T -
laundry room. There is no additional expense lo & R h"ﬂ
use these new machings. £ Horzantal Line ﬁfwmpﬁdm r the
™ DrawTsble
[ view Gricimes
12 Barders and Shading.-
Click to open
Borders and Shading s
dialog box
B
o
- - - X
s it 238 B [EEze=mm o

FIGURE 6-3 Borders menu

If you want to change the border style, you need to click Borders and Shading
on the menu to open the Borders and Shading dialog box. In the dialog box, click the
Borders tab if it is not the top tab. See Figure 6—4. Here you can specify the border
setting, style, color, and width of the border line. To insert or remove borders, you
click the sides of the paragraph preview on the right.

Borders and Shading

Borders | Page Border

Style:

Shading

Setting: Preview

Click on diagram below or use
buttons to apply borders

Scroll to see line
styles for border

Places border on all
four sides at once

m

. — o Click sides of preview

| hd paragraph to place or

Ll El . Color remove individual borders

N i | A.u_homaﬁc B

Width:
Places' borlder' on M Custom ‘ vapt EI Click to change
each side individually Apply to: B the border color
|Paragra|:h -

Click to change the
width of the border line

5

FIGURE 6-4 Borders tab in the Borders and Shading dialog box
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You can also add shading or patterns to a paragraph or lines of text to emphasize

- TIP the text. To do this, select the text you want to shade. In the Paragraph group on the
Home tab, click the arrow beside the Shading button, and then click a color in the

Borders and shading add inter- palette that opens.
est and emphasis to text, but you To add a pattern, open the Borders and Shading dialog box, and then click the
should use them sparingly. Too Shading tab, as shown in Figure 6-5. You can click the Fill arrow to choose a shading
many borders or too much shading color from the same palette available on the Shading button. To add a pattern, click the
on a page can make it look clut- Style arrow to choose a style or pattern for the shading (a percentage of the selected
tered and hard to read. color, dots, or stripes), and then click the Color arrow to choose a color for the pattern.

The Preview box shows you a sample of what your shading choices will look like.

(8 A e T — T
Borders and Shading Iilg
pogesarde | sreing |
Fil |_Preview
| — ]

Color selected when you
used the Shading button

| Patterns
Style: l:‘ Lt Trellis E

Shading tab

Color:

I
Click to choose color of I
shading pattern lines or dots

Click to choose

shading style
Apply to:

| Paragraph E

=) o)

FIGURE 6-5 Shading tab in the Borders and Shading dialog box

Step-by-Step 6.2

1. Click the View tab, and then in the Zoom group, click the Page Width
button. At the bottom of the page, select the heading Don’t Forget to
Pay Your Rent! and the sentence below it.

2. On the Ribbon, click the Home tab. In the Paragraph group, click the
arrow next to the Borders button . The Borders menu opens. (Refer
back to Figure 6-3.) Notice that none of the border commands are
selected on the menu. Click Outside Borders. The menu closes and
borders are added on all four sides of the selected text.
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3. In the Paragraph group, click the arrow next to the Shading button @
In the palette, click the Dark Blue, Text 2, Lighter 40% box (fourth row,
fourth column). The selected paragraphs are shaded with a medium
blue color.

4. In the Paragraph group, click the arrow next to the Borders button .
Notice that the top four commands as well as the Outside Borders
command are selected on the menu. At the bottom of the menu, click
Borders and Shading. The Borders and Shading dialog box opens, with
the Borders tab on top. Refer back to Figure 6-4. In the Setting section
on the left, the Box button is selected. On the right, the Preview section
shows the borders on all four sides of the paragraph.

5. In the center column in the dialog box, click the Width arrow, and then
click 2 Ya pt. Because the Box button is selected, all four borders are
changed to 2% points wide.

6. In the Setting section, click the Custom button. When the Custom but-
ton is selected, you need to click a border in the Preview section to
apply the new border.

7. In the Style list, click the down scroll arrow twice, and then click the
double line at the bottom of the list. In the Preview section, click the left,
and then the right border. The borders you clicked change to double lines.

8. Click the Shading tab. Notice that the color in the Fill box is the same
color you chose when you used the Shading button.

9. Click the Style arrow, scroll down to the bottom of the list, and then
click Lt Trellis. The Preview section shows a trellis pattern.

10. Click the Color arrow, and then click the White, Background 1, Darker
15% box (third row, first column). Now the trellis pattern is much lighter.

11. Click OK. The selected paragraphs are formatted with the borders, shad-
ing, and pattern you chose.

12. Saveyour changes tothe document. Leave it open for the next Step-by-Step.
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Adding Borders and Shading to Pages

Just as you can add borders to paragraphs, you can add borders and shading to
entire pages. To do this, click the Page Layout tab on the Ribbon, and then, in the
Page Background group, click the Page Borders button. This opens the Borders and
Shading dialog box with the Page Border tab on top, as shown in Figure 6-6. This
is the same Borders and Shading dialog box you opened to add borders and shad-
ing to paragraphs. Everything is the same except the default in the Apply to box is
Whole document, and there is an additional box at the bottom of the middle section
of the dialog box. This is the Art box, from which you can choose graphics to use as
a border. As with a paragraph, you can add page borders to any or all sides of a page.

@ EXTRA FOR EXPERTS

To specify the amount of space
between the border and the text or
edge of the page, click the Options
button on the Borders or Page
Border tab in the Borders and
Shading dialog box.

[ER)

-
Borders and Shading

Page Border | Shading

Setting: Style:

Preview

Click on diagram below or use
buttons to apply borders
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graphics for page
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FIGURE 6-6 Page Border tab in the Borders and Shading dialog box

To add shading to an entire page, in the Page Background group on the Page
Layout tab, click the Page Color button. The palette of theme colors opens. Click a
color in the palette. The entire page is shaded with that color.

Step-by-Step 6.3

1. Switch to One Page view.

2. On the Ribbon, click the Page Layout tab. In the Page Background
group, click the Page Borders button. The Borders and Shading dialog
box opens, with the Page Border tab selected.

3. At the bottom of the middle section of the dialog box, click the Art
arrow. Scroll down the list until you see the row of red firecrackers, and
then click it. The Preview section changes to show a border of red fire-
crackers around the edge of the page.

4. Click OK. The dialog box closes and the firecracker border appears
around the page.
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5. In the Page Background group, click the Page Color button. In the color I
. . . WARNING
palette, click the Red, Accent 2, Lighter 80% square (second row, sixth

If there is a white box at the
bottom of the first column after
6. Saveyour changestothe document. Leave it open for the next Step-by-Step. applying the page background
color, click in it, and then use the
Shading button in the Paragraph
group on the Home tab to fill the
paragraph with the same color as
the page background.

column). The page is shaded with a light red color.

Understanding Objects

An object is anything that can be manipulated as a whole, such as clip art or another ) yoCABULARY
graphic that you insert in a document. You can insert, modify, resize, reposition, and  gpject

delete objects in documents. You can cut, copy, and paste objects the same way you
do text, using either the Cut, Copy, and Paste commands or by dragging and drop-
ping the selected object. keywords

clip art

Inserting Clip Art

Graphics that are already drawn or photographed and available for use in documents
are called clip art. To insert clip art, click the Insert tab, and then, in the Illustrations - TIP
group, click the Clip Art button. This opens the Clip Art task pane to the right of the
document window. See Figure 6-7. In the Search for box, type a word or words that
describe the type of clip art you want to insert. These words are called keywords. By
default, Word searches all clip art on your computer as well as on Microsoft Office
Online, a Web site maintained by Microsoft that stores thousands of pieces of clip
art. When Word finds clip art that matches the keywords you typed, it displays the
images in the task pane. You can scroll to view the images and click the one you
want. Word inserts the clip art at the insertion point in your document.

The term clip art refers not only to
drawn images, but also to photo-
graphs, video clips, and sound files.
To restrict your search to specific
types of clip art, click the Results
should be arrow in the Clip Art task
pane, and then select the check
boxes next to the type of clip art
you want.
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FIGURE 6-7 Inserting clip art

1. Click the View tab, and then in the Zoom group, click Page Width. Scroll

up so that you can see the heading Mardi Gras Party in the first column.

2. |In the first column, position the insertion point after the word Party in
the heading Mardi Gras Party. On the Ribbon, click the Insert tab. In
the Illustrations group, click the Clip Art button. The Clip Art task pane
appears to the right of the document window.

—&— WARNING PP &
3. At the top of the Clip Art task pane, click in the Search for box and select

If your search does not return
the clip shown in Figure 6-7,
click the Results should be relating to Mardi Gras appear in the task pane. Refer back to Figure 6-7.

AUl 200 nE SRS £ BNl (Note: If you are connected to the Internet and if the Include Office.com
boxes that are not selected.

the text in the box if there is any. Type mardi gras, and then click Go. Clips

content check box is selected, you will see more results in the task pane.)
4. |n the task pane, point to the clip of a mask on top of colored panels.
An arrow appears on the right side of the clip and a ScreenTip listing key
words that describe the clip and other information about the clip appears.
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5. Click the arrow, and then on the menu, click Insert. The clip is inserted
| @
in the document.

6. In the document window, position the insertion point immediately after You can also simply click a clip in
the Clip Art task pane to insert it

into the document.

the heading /ndependence Day Parade.

7. In the task pane, replace the text in the Search for box with flag. You
need to find a photograph of a flag.

8. Click the Results should be arrow. Click the All media types check box
to deselect it, and then click the Photographs check box to select it. The
Photographs check box should be the only check box with a check mark
in it. Click the Results should be arrow to close the menu. To find a clip
art photograph of a flag, you need to search Office.com.

9. Click the Include Office.com content check box to select it if it is not —
already selected, and then click Go. Clip art photographs of flags appear -

in the task pane. (Note: If you are not connected to the Internet, delete You can press Enter instead of
clicking Go in the task pane to

_ _ search for clips matching the
photographs to insert in place of the flag.) keywords.

the text in the Search for box, and then click Go. Choose any one of the

10. |In the task pane, scroll down until you see photos of American flags.
Point to one, click the arrow on the clip, and then click Insert. The clip
art photo of the flag is inserted into the document.

11. In the title bar of the Clip Art task pane, click the Close button E The
task pane closes. Save the document and leave it open for the next
Step-by-Step.
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Selecting an Obiject

To manipulate or modify an object, you must select it first. To select an object, position

the pointer over the object, and then click. A box with small circles at the corners and

small squares on each side appears around the object, as shown in Figure 6-8. The box
D VOCABULARY appears when the object is selected and is called the selection rectangle. The squares
and circles are called sizing handles; you drag the sizing handles to resize the object.
The green circle is the rotation handle; you can drag it to rotate the object. To deselect
an object, click a blank area of the document window, just as you would to deselect
rotation handle selected text.

e i = % Picture Tools
Home Inzert Page Layout ETERCES Mallings Revew Wiew Deweloper Fermat < o
@ Comedions~ W || 2 Ficure Border - e SR " Format tab

selection rectangle

sizing handle

aspect ratio

crop

’xlu‘ 3] 21w

| = = 2l :
TR - == - e e e et | e i
Batkground |8 Atistic Eects - g - = | B Picture Layoul - © Text- BiySelecionPane fh- . .
et Adjust Bucture Styles ) ::-ar:e Size Shape Helght bOX
decided to rent the pool area and clubhouse to &
% Jose Franco, Office Manager hisinasses after pool hours . Sh Width b
Rotate handle . . 0. ape Wi OX
4 Bob and Sue Ming, Superintendents As always, tenants have first choice in
AR = resarving the property for parsonal get-

+ Paisy-GMalley, Personnel Director togethers. Reservations should be made up to
% Don Pelers, Activities Direclor 30 days in advance.

Independence Da ,"':]:'ar ade

Mardi-Gras Party L]
Kanagement will host our annual summer party
on Auyust 1. This year's theme is Mardi Gras.

You and your guest will receive masks and “The Peoria Independence parade will pass

171 beads where down Dover Avenue directly in front of Hampton
S 1Z1 ng handles i byhay Eoxy Hills. We'll have the best seats in the city.
The parly will begin al 7 p.m. near the pool and Because the route passes so close lo Hampton
clubhouse. Refreshments will be served. property, management &sks you to observe the E
g _ following precautions so that no one will be o
Amusement Park Discount Tickets injured. =
Fageilcd2 | Wordndns | ¥ 3 [ L ()

FIGURE 6-8 Selected picture

When you select a clip art image, the Picture Tools Format tab appears, as shown
in Figure 6-8. Remember, contextual tabs contain commands that are available only
when a particular type of object is selected. For example, after you insert clip art, you
can change its height and width or recolor it. These commands appear on the Picture
Tools Format tab because you cannot perform either of these actions on regular text.

Resizing an Obiject

Once an object has been inserted, you can resize it to fit better on the page. To resize

@ e

To set precise height and width an object, first select it, and then drag a sizing handle. When you position the pointer
measurements in the Size group directly on top of one of the sizing handles, it changes to a two-headed arrow. Drag
on the Picture Tools Format tab the handle inward or outward to make the object smaller or larger.

without maintaining the aspect The relationship of the object’s height to its width is called the aspect ratio. If
ratio, click the Layout Dialog Box you drag a corner sizing handle (one of the circles), you change the size of the object
Launcher to open the Layout dialog without changing the aspect ratio; in other words, you change the object’s height
box with the Size tab selected, and and width proportionately. If you drag a side sizing handle (one of the squares),
then click the Lock aspect ratio you change the size of the object without maintaining the aspect ratio. You can also
check box to deselect it. change the size of an object by selecting it, clicking the Picture Tools Format tab,
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and then adjusting either of the measurements in the Size group. The default is to
maintain the aspect ratio, so if you change the measurement in one box, the measure-
ment in the other box adjusts automatically.

Step-by-Step 6.5

1. |If the clip art of the flag is not selected, click to select it. If the rulers
are not displayed on your screen, at the top of the vertical scroll bar,
click the View Ruler button so that the rulers are displayed.

«

If you don’t want part of a graphic
to appear in the document, you
can crop off (cut off) the part you
don’t want. Select the graphic,
click the Format tab, and then,

in the Size group, click the Crop

2. Using the ruler as a guide, drag the upper-right sizing handle on the flag

until the faint outline of the clip indicates that it is approximately two EXTRA FOR EXPERTS

inches tall.
Click the clip art of the mask.

On the Ribbon, click the Format tab under Picture Tools, if necessary. In
the Size group, click the up arrow in the Shape Width box (the bottom

box) as many times as necessary until the measurement in the box is 2".
Note that the measurement in the Shape Height box changed as well.
In the Size group, click in the Shape Height box (the top box). The mea-
surement is selected. Type 1.15, and then press Enter. The height of the
clip is changed to 1.15 inches, and the width automatically changed to
one inch. Now both clips are resized smaller. See Figure 6-9.

button to change the pointer to the
Crop pointer. Drag a sizing handle
on the graphic toward the center
of the graphic until the indicator
box that appears includes only the
section of the graphic you want to
use. Click the Crop button again to
turn off this feature.

Resized clip art |

You might have
chosen different clip
art and it might be a
different width
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FIGURE 6-9
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S

6. Save the document and leave it open for the next Step-by-Step.
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Repositioning and Removing an Inline Object

D VOCABULARY When you insert an object, it is inserted as an inline object in the text, which means

inline object it is treated as if it were a character in the line of text. You can apply paragraph
formatting commands to the paragraph that contains the inline object; for example,
you can use the Align commands to change its alignment or set a specific amount of
space before or after the paragraph. If you want to move or copy an inline object to
another line in the document, click it to select it, and then use drag-and-drop or the
Cut, Copy, and Paste commands to move or copy it, just as you would with text. If
you want to delete an object, select it, and then press the Delete or the Backspace
key, again, just as you would with text.

Step-by-Step 6.6

In the second column, click the picture of the flag to select it.

2. On the Ribbon, click the Home tab. In the Paragraph group, click the
Center button . The flag and the heading above it are centered in the
column. Why did the heading become centered as well as the selected
clip art of the flag?

3. Inthe Paragraph group, click the Show/Hide 11 button W Because there
is a paragraph mark after the flag but not after the heading, the flag is
in the same paragraph as the heading, so any paragraph formatting you
apply to the inline clip art of the flag also applies to the heading.

4. In the Paragraph group, click the Align Text Left button E‘ The para-
graph, including the heading, is again left-aligned.

5. In the first column, click the clip art of the mask to select it. Position
the pointer directly on top of the selected object. The pointer changes to
the Move pointer X,

6. Drag the selected image down until the indicator line is between the

-TIP period at the end of the first paragraph under the Mardi Gras Party

Just as you do with text, if you want heading and the paragraph mark, as shown in Figure 6-10, and then
to copy rather than move an object
using drag-and-drop, press and

hold Ctrl while you drag the object. paragraph.

release the mouse button. The image is moved to the end of the first
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| pictue FIGURE 6-10
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7. Save the document and leave it open for the next Step-by-Step.

Wrapping Text Around an Object

To save space and make a document look more professional, you may want to wrap

text around an object. To do this, you need to change the inline object to a floating ) yOCABULARY
object, an object that acts as if it were sitting in a separate layer on the page. You can floating object
drag a floating object anywhere on the page. To do this, click the contextual Format

tab, and then in the Arrange group, click the Wrap Text button to open a menu of

wrapping options, as shown in Figure 6-11. Table 6-1 describes these options.
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BN ]

pping text around an object

TABLE 6-1 Text wrapping commands

ACTION

Changes a floating object to an

Wraps text around top, bottom,

inline object

and both sides of an object

[+

Wrap Text button

Tight option selected

Wraps text around all sides of an object no matter what shape the object is

Wraps text around all sides of an object—no matter what shape the object is—more

tightly than the Tight command

Wraps text around the top and bottom of an object and leaves the space on either

side of the object empty

Places the object behind the text

Places the object in front of (on top of) the text

Displays small squares around the perimeter of an object, which you can drag to
change the perimeter for objects wrapped with the Tight or the Through option

Opens the Layout dialog box with the Text Wrapping tab on top, displaying options
for adjusting the distance between the text and the sides of the object
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To change the object to a floating object that is positioned in a predetermined
location on the page (centered in the top, middle, or bottom, one of the corners, or
in the middle of the left or right side), on the Format tab in the Arrange group, click
the Position button, and then click one of the options in the gallery under With Text
Wrapping. See Figure 6-12.
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FIGURE 6-12 Positioning text in a predetermined position using the
Position button

Step-by-Step 6.7

If the clip art of the mask is not already selected, click it.

2. On the Ribbon, click the Picture Tools Format tab. In the Arrange group,
click the Wrap Text button, and then click Tight. The text in the first
column under the Mardi Gras Party heading shifts and wraps around the
clip art.

3. Drag the clip art up to approximately center it in the first paragraph
under the Mardi Gras Party heading so that all the text in that paragraph
wraps around the clip art. Refer to Figure 6-11.

4. |nthe second column, click the clip art of the flag. On the Ribbon, click
the Picture Tools Format tab. In the Arrange group, click the Wrap Text
button, and then click Behind Text. Deselect the picture. The text in the
second column flows on top of the picture.
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5. Click anywhere on the heading Independence Day Parade. The insertion
point is placed in the paragraph on top of the picture; the picture does
not become selected. You might be able to click directly on the flag, but
sometimes when you send an image behind text, it is impossible to select
it simply by clicking.

6. In the Editing group on the Home tab, click the Select button, and then
click Select Objects. Click directly on the heading Independence Day
Parade. This time, the picture is selected. When the Select Objects
option is selected, you can select only objects on a page; you cannot
select text.

7. Drag the selected picture so that the top of the image is just at the
top of the Independence Day Parade heading. On the selected picture,
drag the bottom middle and the right sizing handles until the picture is
as wide and as tall as all the text under the Independence Day Parade
heading. See Figure 6-13.
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Click and drag to select sevaral oojects.

8. In the Editing group, click the Select button, and then click Select
Objects. Now you will be able to select text again.

9. Save the document and leave it open for the next Step-by-Step.
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Recoloring Pictures

Sometimes you need to adjust the color of an image. You can change the brightness
or contrast, or recolor an image all in one shade or with a washout (very light) style.
To do this, click the contextual Format tab. In the Adjust group, click the Corrections
button, and then click a button to adjust the settings. The Corrections gallery is
shown in Figure 6-14. Also in the Adjust group, you can click the Color button, and
then click a style to recolor the image all in one shade. See Figure 6-15.
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Step-by-Step 6.8

1. In the second column, select the picture of the flag, if necessary.

2. On the Ribbon, click the Picture Tools Format tab. In the Adjust group,
click the Corrections button.

3. In the Sharpen and Soften section, point to the first style, and watch
the Live Preview of the picture. Point to the last style in the Sharpen
and Soften section, and watch the Live Preview again.

4. In the Brightness and Contrast section, point to the first style in the last
row and watch the Live Preview of the picture. Point to the last style in
the last row, and watch the Live Preview again. Press Esc to close the
menu without selecting a command.

5. In the Adjust group, click the Color button. In the Color Saturation sec-
tion, point to several of the styles to see the effect on the image. In the
Color Tone section, point to several of the styles to see the effect.

6. In the Recolor section, point to several of the styles to see the effect on
the picture.

7. |In the first row under Recolor, click the Washout style (fourth style in
the row). The picture is recolored in the Washout style, and the text is
now readable on top of the image.

8. Save the document and leave it open. You will not use it in the next
Step-by-Step, but you will use it later.
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Inserting Pictures

In Word, pictures are graphic files stored on your computer. To insert a picture in a
document, click the Insert tab, and then in the Illustrations group, click the Picture
button to open the Insert Picture dialog box. See Figure 6-16. This dialog box is
similar to the Open and the Save As dialog boxes. You can navigate to the folder that
contains the picture you want to insert, click the file, and then click Insert. The pic-
ture is inserted as an inline object at the location of the insertion point. You can then
change the object to a floating object if you want, as well as resize and reposition it,
in the same manner as clip art.
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Adding Shapes

Word provides tools for you to create your own graphic images. To access these
tools, click the Insert tab, and then, in the Illustrations group, click the Shapes but-
ton to open a menu of choices. See Figure 6-17. Table 6-2 summarizes the types of
drawing tools available on the menu.
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TABLE 6-2 Types of drawing tools

CATEGORY DESCRIPTION

Lines Draw straight or curved lines

Rectangles Draw rectangles with different corner styles

Basic Shapes Draw many basic shapes, including rectangles, ovals, triangles, and several more inter-
esting shapes, such as a smiley face and a lightning bolt

Block Arrows Draw various forms of block arrows

Equation Shapes Draw shapes used in mathematical equations

Flowchart Draw shapes used to create a flow chart

Stars and Banners Draw star and banner shapes

Callouts Draw boxes with lines that point to something to highlight or “call out” the item being
pointed to
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Drawing Shapes

To draw a shape, click the shape you want to draw on the menu. The pointer changes
to the crosshairs pointer. Drag the pointer on the document to draw the shape. Drawn
shapes are inserted as floating objects by default. As with clip art objects, you can
cut, copy, and paste drawn shapes as well as move and resize them.

Step-by-Step 6.9

1. Create a new, blank Word document. Save it as Park Map followed by
your initials. Study the map in Figure 6-18. You will be drawing a map
similar to this one.

Map to Safari Park

Brady Pond

Liberty
\ Auto Mall
Sun Pump
and Supply West View
Truck Stop Highway
84

Route
135

j oo BREaH Park

Linceoln
Avenue

2. |If formatting marks are showing, in the Paragraph group, click the Show/
Hide 1 button to hide them. If the ruler is not visible, at the top of
the vertical scroll bar, click the View Ruler button @‘ to display the rul-
ers. On the Ribbon, click the Page Layout tab. In the Page Setup group,
click the Orientation button, and then click Landscape. On the Ribbon,
click the View tab. In the Zoom group, click the One Page button. You're
ready to draw the map now.

3. On the Ribbon, click the Insert tab. In the lllustrations group, click the
Shapes button. The Shapes menu opens.

FIGURE 6-18
Map created with drawn shapes

@

To draw a square instead of a rect-
angle, a circle instead of an oval,
or an equilateral triangle instead
of an isosceles triangle, press and
hold Shift while you drag to draw
the shape.
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4. Under Basic Shapes on the menu, click the Oval button (second button
in the top row under Basic Shapes). The mouse pointer changes to _’_

5. Position the pointer on the blinking insertion point, press and hold the
mouse button, and then drag to draw an oval approximately 3 inches
wide and 1% inches high. When the oval is approximately the same
size as the pond shown in Figure 6-18, release the mouse button. The
Drawing Tools Format tab is active on the Ribbon.

6. On the Ribbon, click the Insert tab. In the Illustrations group, click the
Shapes button, and then under Lines, click the Line button (first button
under Lines).

7. Position the pointer just above and about one-half inch to the left of
the oval. Press and hold Shift, and then drag to draw a line down to the
6Y%-inch mark on the vertical ruler. Release the mouse button when
your line is positioned similar to Lincoln Avenue in Figure 6-18.

8. Click the line you drew to select it. On the Ribbon, click the Home tab.
In the Clipboard group, click the Copy button , and then click the
Paste button. A copy of the line appears in the document. Drag the line
to position it to the right of the circle you drew, similar to O/ton Road in
Figure 6-18.

9. Use the Line button to create the road that is colored red on the map
and the road labeled Route 135.

10. Use the Rectangle button under Rectangles on the Shapes menu (first
shape under Rectangles) to draw the rectangle labeled Sun Pump and
Supply in Figure 6-18. Copy the rectangle twice, and then place one
copy in the position labeled West View Truck Stop on the map and the
other copy in the position labeled Liberty Auto Mall on the map.

11. Click the Rectangle button again, press and hold Shift, and then draw
the square labeled Safari Park on the map. Pressing Shift at the same
time you drag creates a square.

12. Compare your document to the map shown in Figure 6-18. You have
drawn the basic shapes for the map. Resize and reposition any shapes
as needed to make your drawing match the map as closely as possible.
You will add color and style to these shapes in the next Step-by-Step.

(Ignore the labels that identify the street names.)

13. Save the document and leave it open for the next Step-by-Step.

Adding Color and Style to Drawings

Color adds life to your drawings. Word has tools that you can use to fill objects with
color and change the color of lines. To change the color, select the object you want to
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fill or the line you want to change, and then click the Drawing Tools Format tab. This
tab contains the same Arrange group of commands as on the Picture Tools Format
tab as well as additional commands for working with a drawn object.

To fill the object with a different color, use the Shape Fill button on the Drawing
Tools Format tab (see Figure 6—19). To change the line or outline color of a drawing,
use the Shape Outline button on the Drawing Tools Format tab (see Figure 6-20).
These buttons are similar to the Font Color button. You can click the arrow next to
either of these buttons to open the color palette, or you can click the button itself to
quickly apply the color that appears in the bar at the bottom of the button.
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FIGURE 6-20 Applying a line or outline color to a shape
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You can also use the Shape Styles gallery to add color to your drawings. To
open the Shape Styles gallery, in the Shape Styles group, click the More button.
See Figure 6-21. The gallery provides various options for quickly formatting your
shapes with styles and colors associated with the current theme.
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FIGURE 6-21 Shape Styles gallery

Finally, you can also change the line weight, or thickness, of lines or shape outlines
in your drawing. To do this, select the object. In the Shape Styles group, click the Shape
Outline button, and then point to Weight on the menu. A submenu of line thicknesses
measured in points opens. See Figure 6-22. Click the line weight you want to use.
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FIGURE 6-22 Changing a shape’s line thickness
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Step-by-Step 6.10

1.

10.

Click the line in the drawing that slants diagonally from the left edge of
the page to the lower-right to select it.

If necessary, on the Ribbon, click the Drawing Tools Format tab. In the
Shape Styles group, click the arrow next to the Shape Outline button. In
the palette under Standard Colors, click the Red box. The selected line
is recolored red.

Click one of the three rectangles in the drawing. In the Shape Styles
group, click the arrow next to the Shape Fill button. In the palette under
Theme Colors, click the Red, Accent 2 box (first row, sixth column). The
selected rectangle is filled with a dark red color.

With the same rectangle selected, in the Shape Styles group, click the
arrow next to the Shape Outline button. In the palette under Theme
Colors, click the Blue, Accent 1 box (first row, fifth column). The outline
color is changed to blue.

With the same rectangle selected, on the Ribbon, click the Home tab.
In the Clipboard group, double-click the Format Painter button . Click
the two other rectangles in the drawing. Press Esc to deselect the Format
Painter button. All three rectangles are formatted the same way.

Select the oval in the drawing. Click the Drawing Tools Format tab. In
the Shape Styles group, click the More button. The gallery of Shape
Styles opens. Below the gallery, point to Other Theme Fills, and then
click Style 11 box (the third style in the last row). The oval is formatted
with the selected style.

Select the square in the drawing. In the Shape Styles group, click the
More button, and then click the Moderate Effect — Olive Green, Accent
3 style (second to last row, fourth column). The square is formatted with
the selected style. Notice that this style includes a small shadow below
the shape.

On the Format tab, in the Shape Styles group, click the Shape Effects
button. Point to Shadow, and then under No Shadow, click the No
Shadow style. The shadow effect is removed from the shape.

Click the red diagonal line in the drawing. In the Shape Styles group,
click the arrow next to the Shape Outline button, point to Weight, and
then click 4% pt. The weight of the red line is now 42 points.

Click one of the other lines in the drawing, press and hold Shift, and
then click the other two lines to select all three of them. Change the
weight of the selected lines to 2Y%4 points.
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11. Select all three maroon rectangles, and then change the weight of the
outline to 1% points.

12. Save the document and leave it open for the next Step-by-Step.

Adding Text to Your Drawings

D VOCABULARY Often your drawings will require labels. Word provides several ways to add text to a
text box drawing. The easiest way is to click an object, and then start typing. You can format
your text as usual.
pull quote Another way to add text to your drawing is to insert text boxes. A text box is a
sidebar shape specifically designed to hold text. To add a text box, click the Insert tab, and
then, in the Illustrations group, click the Shapes button. Click the Text Box button in
@ EXTRA FOR EXPERTS the Basic Shapes section of the menu. Or, on the Insert tab, in the Text group, click
the Text Box button, and then click Draw Text Box. The pointer changes to the cross-
Text copied from the document and hair pointer. Position the pointer where you want the text box to appear, and then
set off in a text box is called a pull click and drag to create a text box. An insertion point appears inside the text box so
quote. Text that does not appear in you can type the text you want. Text within a text box can be formatted in the same
a document but adds extra informa- way you format ordinary text in a document.
tion for the reader and is set off in a A text box can be treated like any other object. You can format, resize, or change
text box is called a sidebar. the position of a text box using the commands on the Text Box Tools Format tab that

appears when you select the text box.

@

To insert formatted text boxes, click
the Text Box button on the Insert
tab, and then click one of the text
box styles in the gallery. The format-
ted text box appears as a floating
object in the position indicated by
the text box style in the gallery.

Step-by-Step 6.11

1. Click the oval, and then type Brady Pond.

2. Click the dotted line border of the shape so that the border changes to
a solid line. Click the Home tab on the Ribbon. Format the text as bold,
white, 24-point Corbel. The default is for the text to be centered in the
shape. You can check this.
3. Click the Drawing Tools Format tab, and then in the Text group, click the
_‘_ WARNING Align Text button. Notice on the menu that Middle is selected.

4. Add the following text to the three maroon rectangles, using Figure 6-18
You cannot use the Format

Painter to copy the format of the
text because the Painter copies Auto Mall. Format the text in each text box as bold, white, 12-point
the format of the shape.

as a guide: Sun Pump and Supply, West View Truck Stop, and Liberty

Corbel, and then center it horizontally and vertically in the text boxes.
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51

10.

11.

12.

13.

Add the text Safari Park to the large square. Change the style to No
Spacing. Format the text as bold, white, 28-point Corbel, and then cen-
ter it horizontally and vertically in the text box.

On the Ribbon, click the Insert tab. In the Illustrations group, click the
Shapes button. Under Basic Shapes, click the Text Box button (first row,
first column under Basic Shapes). In the document, click at the top, above
the drawing. A square text box appears with the insertion point inside it.
Type Map to Safari Park.

Drag the right, middle sizing handle to the right until the text box is
approximately six inches wide. Format the text as 36-point Corbel, and
then center it in the text box.

Drag the bottom, middle sizing handle of the text box up to resize the
text box so it is approximately one-half inch high.

Position the pointer on the edge of the text box so that it changes to L\
and then drag the text box to center it between the left and right margins.
On the Ribbon, click the Insert tab, if necessary. In the Text group, click
the Text Box button. The Text Box gallery opens. At the bottom of the
gallery, click Draw Text Box. Click in the document below the map, and
then, in the text box that appears, type your name.

If necessary, resize the text box so that your name fits on one line.
Reposition the text box so it appears in the lower-left corner of the map.

Save the document and leave it open for the next Step-by-Step.

Adding Callouts to Your Drawings

A callout is a special type of label in a drawing that consists of a text box with an
attached line to point to a detail in the drawing. Many of the figures in this book have
callouts identifying items on the screen. To add a callout, click one of the callout but-
tons on the Shapes menu, and then type the callout text in the callout shape.

Step-by-Step 6.12

1.

2.

On the Ribbon, click the Insert tab. In the Illustrations group, click the
Shapes button. Under Callouts, click the Line Callout 1 (Accent Bar)
button (first row under Callouts, fifth button from the right).

To create a label for Highway 84, click to the right of the center line
below the red diagonal line, as shown on the map in Figure 6-18. A
callout appears on the map, with the insertion point inside the text box.

@ EXTRA FOR EXPERTS

To quickly create a text box from
existing text, select the text, click
the Text Box button in the Text
group on the Insert tab, and then
click Draw Text Box. The selected
text is removed from the document
and placed inside the text box.

D VOCABULARY
callout

@ EXTRA FOR EXPERTS

To add an arrow to the end of a
callout line (or any other drawn
line), click the Format tab. In

the Shape Styles group, click the
Shape Outline button, point to
Arrows, and then click the style of
arrow you want to add.
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3. Type Highway 84. Format the text as 12-point Arial Black, change the
font color to Black, Text 1, and then change the shape fill to No Fill.
(Make sure you format the text.)

4. Repeat Steps 2 and 3 to insert the callouts for Lincoln Avenue, Olton
Road, and Route 135 as shown on the map.

5. Compare your map to Figure 6-18. Make adjustments as needed.

Save, print, and close the document.

Creating Diagrams and Charts with SmartArt

D VOCABULARY Diagrams and charts are visual representations of data. They organize informa-
diagram tion in illustrations so readers can better understand relationships among data. In
Word, you can insert diagrams and charts quickly using predesigned drawings called
SmartArt. You can create many types of diagrams using SmartArt, including List,
SmartArt Process, Cycle, Hierarchy, Relationship, Matrix, Pyramid, and Picture. Organization
Charts, a common chart in business, are hierarchical charts.

To create a SmartArt graphic, click the Insert tab, and then, in the Illustrations
@ EXTRA FOR EXPERTS group, click the SmartArt button. The Choose a SmartArt Graphic dialog box opens,
as shown in Figure 6-23. You can click a category in the list on the left to narrow the
available choices in the middle pane in the dialog box. To insert a SmartArt graphic,
click the one you want in the pane in the middle of the dialog box, and then click
OK. The graphic appears in the document with a border around it, and two SmartArt
Tools tabs—Design and Format—appear on the Ribbon. You can use the commands
on these tabs to add elements (shapes) and text to a diagram and to change its size
and color.

chart

To change a SmartArt graphic to
another shape, click the More
button in the Layouts group on
the SmartArtTools Design tab, and
then click More Layouts to open
the Choose a SmartArt Graphic
dialog box again.
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FIGURE 6-23 Choose a SmartArt Graphic dialog box
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Step-by-Step 6.13

1.

4.

If the HH Newsletter.docx document that you worked on earlier in this
lesson is not open, open it now. If formatting marks are not visible, dis-
play them. Press Ctrl+Home to jump to the top of the document.

In the first column in the newsletter, click in the blank paragraph above
the bulleted list. On the Ribbon, click the Insert tab. In the Illustrations
group, click the SmartArt button. The Choose a SmartArt Graphic dialog
box opens.

In the category list on the left side of the dialog box, click Hierarchy.
The middle section of the dialog box changes to display only charts that
show hierarchical relationships. In the middle section of the dialog box,
click the Organization Chart style (first row, first column). Click OK. An
organization chart appears in the document as an inline object at the
insertion point.

Save the document and leave it open for the next Step-by-Step.

Add Text to a SmartArt Graphic

When you create a SmartArt graphic, placeholder text appears in each shape. To
insert text in a SmartArt graphic, click in each box in the graphic and start typing.
The text you type replaces the placeholder text.

Step-by-Step 6.14

1.

Click in the top box in the organization chart. The placeholder text dis-
appears and the insertion point blinks in the box.

Type Jose Franco. The placeholder text is replaced with your text. Press
Enter. Type Office Manager. Notice that the font size adjusted automati-
cally as you typed so that all the text fits in the box.

Replace the text in the three boxes in the third row in the chart with the
names and titles in the last three bullets in the bulleted list under the
chart. Make sure you press Enter before typing the job titles.

Select the four names and titles in the bulleted list below the chart, and

then delete them. You will have one extra box in the SmartArt graphic.

Save the document and leave it open for the next Step-by-Step.

@

You can click the Text pane control
on the left side of the SmartArt
graphic’s border or the Text Pane
button in the Create Graphic group
to open the Text pane, which
displays the text of the SmartArt
graphic as a bulleted list. You can
add items to the list in the Text
pane as you would to a bulleted
list in a document.
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Modify a SmartArt Graphic

You can resize SmartArt graphics as you would resize any object. Instead of squares
or circles, the sizing handles on a SmartArt graphic are three dots at each corner
and in the middle of the sides of the selection rectangle. You can change a SmartArt
graphic from an inline object to a floating object. You can also add an outline and a
colored fill to the entire graphic.

In addition, you can change the look and structure of a SmartArt graphic by
using some of the many commands available on the SmartArt Tools contextual tabs.
On the Design tab (see Figure 6-24), you can add, move, or remove shapes to and
from the diagram by using commands in the Create Graphic group. To change the
layout of the graphic, click the More button in the Layouts group to display all the
available layouts in the Layouts gallery. You can change the color scheme of
the diagram by clicking the Change Colors button in the SmartArt Styles group. Or,
you can change the style of the SmartArt, including choosing a 3-D look, by clicking
the More button in the SmartArt Styles group to display the SmartArt Styles gallery.
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FIGURE 6-24 Modifying SmartArt

Step-by-Step 6.15

1. In the organization chart, click the edge of the box in the second row. If
a dashed line appears around the edge of the box, click the edge again
to change it to a solid line. Press Delete. The box is deleted and the
chart now contains only two rows of boxes.

2. Click the Patsy O’Malley box. On the Ribbon, click the SmartArt Tools
Design tab, if necessary. In the Create Graphic group, click the arrow
next to the Add Shape button.
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3. On the menu, click Add Shape Below. A box appears in the chart below
the Patsy O’Malley box. Type Rosa Mendez, press Enter, and then type
Assistant.

4. On the Design tab, in the Layouts group, click the More button. Click
the Horizontal Organization Chart style (third row, second column). The
chart changes to the horizontal style.

5. In the SmartArt Styles group, click the Change Colors button. Under
Accent 2 in the gallery, click Colored Fill — Accent 2 (second style from
the left). The chart colors change to dark red.

6. In the SmartArt Styles group, click the More button. Under Best Match
for Document in the gallery, click Intense Effect (last style in the row
under Best Match for Document). The chart style changes so that boxes
have some shading.

7. Save the document and leave it open for the next Step-by-Step.

Creating WordArt

WordArt is stylized text that is formatted and placed in a text box. To create WordArt, ) yOCABULARY
click the Insert tab, and then, in the Text group, click the WordArt button. A gal- WordArt

lery of WordArt styles opens, as shown in Figure 6-25. Click one, and a text box

appears. if you select text before you click the WordArt button, the text you selected

appears in the text box; otherwise Your text here appears in the text box, and you can

type the text you want to use as the WordArt text.
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FIGURE 6-25 Inserting WordArt
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You can change the WordArt style, color, and outline color by clicking the
appropriate buttons in the WordArt Styles group on the Drawing Tools Format tab.
See Figure 6-26. In addition, you can click the Text Effects button in the same
group, and then apply shadow, reflection, glow, bevel, and 3-D effects. You can also
use the Text Effects button to change the shape of the WordArt by selecting an option
on the Transform submenu. As with any other object, you can drag the sizing handles
or use the boxes in the Size group on the Format tab to resize WordArt.
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FIGURE 6-26 Modifying WordArt

Step-by-Step 6.16

1. Scroll to the top of the document, if necessary. Select HAMPTON
HILLS. Do not select the paragraph mark.

2. On the Ribbon, click the Insert tab. In the Text group, click the WordArt

@ EXTRA FOR EXPERTS

If you use the Text Effects button
in the Font group on the Home
tab, you can apply the same effect

button. Click the Gradient Fill — Blue, Accent 1 style (third row, fourth
column). The selected text is formatted with the style you selected, and
the Drawing Tools Format tab is selected on the Ribbon.

as with the WordArt button, but 3. In the WordArt Styles group on the Drawing Tools Format tab, click
the text is not placed in a text box. the Text Effects button |7, Point to Shadow. Click the Perspective
Diagonal Upper Right style (middle style in the row under Perspective).

A shadow is added to the text.
4. In the WordArt Styles group, click the Text Effects button . At the

Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.

bottom of the menu, point to Transform. In the Warp section, click
the Can Up style (fourth row under Warp, third column). The WordArt
changes shape.
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5. In the Arrange group, click the Wrap Text button. Click Top and Bottom.
The text box is changed to a floating object and the newsletter text
moves below the WordArt.

6. In the Arrange group, click the Align button E, and then click Align
Center. The WordArt title is centered between the left and right margins.
See Figure 6-26.

7. On the Ribbon, click the View tab. In the Zoom group, click the One
Page button. You need to adjust the SmartArt graphic so that the news-
letter still fits on one page.

8. On the SmartArt graphic, drag the bottom middle sizing handle up a
little. The scroll box in the vertical scroll bar disappears and you see a
blank paragraph at the bottom of the first column. The newsletter fits on
one page again. Compare your document to Figure 6-27, and make any
adjustments necessary.
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9. Press Ctrl+End to jump to the blank paragraph at the end of the docu-
ment, and then type your name.

10. Hide formatting marks and the ruler. Save, print, and close the document.
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SUMMARY

In this lesson, you learned:

Graphics add interest to documents.
You can format all or part of a document in multiple columns.

You can add borders and shading to selected text to emphasize
it. You can also add a page border and shading to the entire page.

An object is anything that can be manipulated as a whole. An
inline object is inserted as if it were a character in a line of text. A
floating object acts as if it is sitting in a separate layer on the page.

You can insert clip art and resize and recolor it to fit your docu-
ment. You can also insert and resize pictures in a document.

You can draw shapes in a document. Drawn objects can be
resized, moved, and colored.

B VOCABULARY REVIEW

INTRODUCTORY Microsoft Word Unit

You can add text to drawn shapes or create a text box shape.
Text boxes can be formatted, resized, or moved just like other
drawn objects.

Callouts are special text boxes that have a line attached to them
to point to specific items in a document.

Charts and diagrams organize your data in a manner that illus-
trates relationships among data. You can use SmartArt to add
charts and diagrams to documents. You can change the struc-
ture and look of SmartArt.

You can insert WordArt to create stylized text objects. As with
other objects, you can resize, reposition, and format WordArt.

Define the following terms:

aspect ratio graphic

callout inline object
chart keyword

clip art object

crop pull quote
diagram rotation handle

floating object

B REVIEW QUESTIONS

selection rectangle
sidebar

sizing handle
SmartArt

text box

WordArt

FILL IN THE BLANK

Complete the following sentences by writing the correct word or words in the blanks provided.

1.

SR

Choose the

To automatically balance columns, insert a(n)

When text wraps around an object, the object is called a(n)

tab on the Ribbon to add clip art, pictures, shapes, and WordArt to a document.

section break.

object.

Words that you use to search for clip art are

The is the relationship of an object’s height to its width.

TRUE / FALSE

Circle T if the statement is true or F if the statement is false.

T

e L
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You must carefully choose the type of SmartArt to create because you cannot change it to another type later.

F 1.
2. You can add a border to paragraphs, but you cannot add a border to a page.
F 3. Borders can be placed on all four sides of a selected paragraph.
F 4. Objects that you insert in a document can be placed only in a line of text in a paragraph.
F 5

To find an appropriate piece of clip art, you must scroll through an alphabetized list of all the available clip art.




LESSON 6 Working with Graphics

MATCHING

Match the correct term in Column 2 to its description in Column 1.

Column 1

1

Pictures that help illustrate the document and make
the page more attractive

2. Anything that can be manipulated as a whole

3. An object that is inserted as if it were a character in
the line of text

4. Squares and circles on a selected object that you drag
to resize the object

Visual representation of data

B PROJECTS

WD 173

Column 2

A.

m O 0

Diagram or chart
Object

Graphics

Inline object

Sizing handles

If you have a SAM 2010 user profile, your instructor may have assigned an autogradable version of the indicated project. If so, log into the SAM
2010 Web site at www.cengage.com/sam2010 to download the instruction and start files.

PROJECT 6-1

1.
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Open the Shelter.docx document from the drive and folder
where your Data Files are stored. Save the document as Shelter
News followed by your initials.

. Format the text in the document below the phone number as

two columns. Do not add a line between the two columns.

. Center the headings in the columns.
. Balance the columns.

. Near the bottom of the first column, apply a 2Y4-point border

at the top and the bottom of the paragraph that contains Thank
you for your help!. Change the color of the border to Tan,
Accent 2, Darker 50%. Add shading using the Tan, Accent 2,
Lighter 40% theme color and add a 10% pattern, changing the
color of the pattern to White, Background 1, Darker 15%.

. At the top of the second column, insert clip art of a person and

a dog. Try using the keyword pet or dog. Use a photograph or
an illustration.

. Change the clip art to a floating object so that the text wraps

tightly around it, and then resize it to approximately one-inch
by one-inch. (If it is impossible to resize the clip art you chose
to this size, click the Crop button in the Size group on the

10.

11.

12.

Format tab, and then drag one of the sizing handles on the side
of the clip to crop off a portion of the clip so that the final size
is close to one-inch by one-inch.) Position the clip art in the
middle of the paragraph at the top of the second column.

At the top of the newsletter, change Plains Animal Shelter to
WordArt. Use the Fill — Gold, Text 2, Outline — Background 2
style (the first style in the first row). Add a Tan, 8 pt glow, Accent
color 2 glow text effect, and then use the Transform effect to
change the WordArt to the Square effect in the Warp section.

Change the WordArt to a floating object and wrap the text
around the top and bottom of the object.

View the document in One Page view. If necessary, adjust the
clip art so that the entire newsletter fits on one page.

Insert a text box near the lower-left corner of the document.
Type your name, and then resize the text box so your name fits
on one line. Fill the text box with Yellow.

Save, print, and close the document.


http://www.cengage.com/sam2010
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A
JAM PROJECT 6-2

1. Create the poster shown in Figure 6-28 using what you have 3. Save the document as Garage Sale followed by your initials.
learned in this lesson. The theme used is Clarity. Refer to the

. . . 4. Print and close the document.
instructions shown in the figure.

2. Insert a text box near the upper-right corner of the document.
Type your name in the text box. Change the border of the text
box so it is 42 points wide.

WordArt style
Gradient Fill —
Blue-Gray, Accent 4,

Reflection with
Square Transform
effect and text

wrapped top and
bottom

8514 Joliet Avenue

Indigo, Text 1

Bold, 36-point Arial
Red, Text 2

Yellow

All shape outlines
are 3-point Dark
Red, Accent 6,
Darker 25%

Dark Red, Accent 6

FIGURE 6-28
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PROJECT 6-3

1.
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Open the Invitation2.docx document from the drive and
folder where your Data Files are stored. Save the document as
Holiday Invitation followed by your initials.

Insert clip art with a holiday theme above the text. Resize and
align the graphic to fit the document.

Change the text to a color, font, and size of your choice. The
entire document should fit on one page.

Apply an appropriate page border and page color.

Insert a text box near the lower-right corner of the document.
Type your name, and then resize the text box so that your name
fits on one line. Format the text as bold, 12-point Calibri. Fill
the text box with red.

Save, print, and close the document.

WD 175

PROJECT 6-4

1.

Open the Memo2.docx Data File from the drive and folder
where your Data Files are stored. Save the document as Org
Chart Memo followed by your initials.

. At the top of the document, change the color of New World

Marketing, Inc. to Blue, Accent 2, Darker 25%. Change the
color of the heading MEMORANDUM to the same color.

. Add a border below MEMORANDUM. Choose a line style

that has one thick line and one thin line on either side of the
thick line. Apply the same color to the line as you used for
MEMORANDUM.

. At the top of the document, insert clip art. Use the keyword

world to find an image of the earth.

. Change the object to a floating object using the Behind Text

wrapping option, and then resize it so it is approximately the
same height as the header information at the top of the docu-
ment (from the company name through the Web site address).

. Change the object so that it appears behind the text. Recolor it

or change the brightness or contrast so that the text is visible on
top of the object.

. At the end of the document, insert an organization chart using

a SmartArt graphic.

. Modify the organization chart and insert text so it matches the

chart shown in Figure 6-29. The color is the Primary Theme
Color Dark 2 Fill; the SmartArt style is Intense Effect under
Best Match for Document; and the Layout style is Half Circle
Organization Chart.

. Add a callout in any style pointing to Rosa Molina’s box. Type

Rosa was promoted to District Manager last week as the
text of the callout.

. In the From line in the memo header, replace Vera Thomas

with your name.

. Save, print, and close your document.

)

Vera Thomas
Regional VP

s

Mark Kauffman

District 1 Manager

District 2 Manager

Shelly Garrett

Assistant Manager

N—

X

P

Peter Chen Rosa Molina

District 3 Manager

Les Mitchell

Assistant Manager

Scott Hudson

Assistant Manager

g

(

FIGURE 6-29
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B CRITICAL THINKING
ACTIVITY 6-1 ACTIVITY 6-2

You are having a birthday party for your friend. Create an invitation With a classmate, create a newsletter about your class. Decide on a
using clip art, borders, and shading. Use the drawing tools to create name for the newsletter, what information should be included, a page
a map from your school to your house. design, and attractive clip art. Have the class vote for their favorite.

ACTIVITY 6-3

Use the Help system to find out how to insert a chart in a document.
Create a new document, and insert a pie chart. Close the Excel win-
dow that opens, and then change the style to one that uses shades of
all one color.
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LESSON 7

Working with
Documents

®m OBJECTIVES

Upon completion of this lesson, you should be able to:

B  |nsert page breaks, headers, footers, and page numbers.
®  Understand content controls.

®  Modify document properties.

®  |nsert predesigned cover pages.

®m  (Create a section with formatting that differs from other sections.

m  Use the Research tool.
® |nsert, modify, and format tables.
®  Sort text.

Estimated Time:
2 hours

m VOCABULARY

cell
content control
footer
gridline
header
orphan
page break
property
section
sort

table

widow

WD 177
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D VOCABULARY
page break

@ EXTRA FOR EXPERTS

Similar to a manual page break, you
can also insert a manual line break
to create a new line without creating
a new paragraph. To do this, position
the insertion point at the location in
the line where you want the line to
break, and then press Shift+Enter.

Page Break button
on Insert tab

Manual page break
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As you work with longer documents, you can make the content clearer by creating
pages and inserting information at the tops and bottoms of pages to identify the con-
tent, author, date, page number, and so on. Word also provides tools that help you
insert content and conduct research online. You can also create tables of information.

Inserting Page Breaks

In a multipage document, Word determines the place to end one page and begin
the next. The place where one page ends and another begins is called a page break.
Word automatically inserts page breaks where they are needed, but you can insert
a page break manually. For example, you might want to do this to prevent an auto-
matic page break from separating a heading from the text that follows, or you might
want to start a new section of a document on a new page.

To insert a page break manually, click the Insert tab on the Ribbon, and then
in the Pages group, click the Page Break button. You can also execute this com-
mand on the Page Layout tab—in the Page Setup group, click the Breaks but-
ton, and then click Page. Finally, you can also use the keyboard to insert a page
break by pressing Ctrl+Enter. If formatting marks are displayed, a manual page
break appears immediately after the last line of text on the page. It is indicated
by a dotted line with the words Page Break in the middle of the line, as shown in
Figure 7-1. To delete manual page breaks, select the page break line, and then
press Backspace or Delete.

et | Pagelayout  References  Mallings  Review  View

Developer
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FIGURE 7-1 Manual page break in a document
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Step-by-Step 7.1

1.

Open the Diet2.docx from the drive and folder where your Data Files are
stored. Save the document as Diet Final followed by your initials.
Display formatting marks. Position the insertion point at the beginning
of the /ntroduction heading.

On the Ribbon, click the Insert tab. In the Pages group, click the Page
Break button. A page break is inserted, and the document scrolls down
so that the insertion point is blinking at the top of the new page 2. You
created a new cover page for the document.

Scroll up so that you can see the text near the top of page 1. The man-
ual page break is indicated by a dotted line below the last line of text on
the page with the words Page Break in the middle of it.

Scroll down to page 4 in the document. Position the insertion point at
the beginning of the heading References. Insert a page break.

Save your changes and leave the document open for the next
Step-by-Step.

The style definition for headings can include a setting to keep the heading on

the same page as the first line in the next paragraph. You can also specify that there
is always a manual page break before a heading. To change these settings, in the
Paragraph group on the Home tab or the Page Layout tab, click the Paragraph Dialog
Box Launcher, and then click the Line and Page Breaks tab in the Paragraph dialog
box. The settings are at the top in the Pagination section.

Understanding Content Controls

Many predesigned elements in Word contain content controls, which are special
placeholders designed to contain a specific type of text, such as a date or the page
number. When you click a content control, the entire control is selected and a title

@

When you insert manual page
breaks, you should try to avoid
creating widows and orphans. A
widow is when the first line of a
paragraph appears at the bottom of
a page; an orphan is when the last
line of a paragraph appears at the
top of a page. Widows and orphans
are avoided when automatic page
breaks are inserted.

D VOCABULARY

widow
orphan

content control
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tab appears at the top or to the left of the control. See Figure 7-2. The title tab can
identify the type of information that appears in the control.
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FIGURE 7-2 Content controls

For most controls, you simply start typing, and the text you type replaces the
placeholder text. For some controls, an arrow appears when you click the control,
and you click the arrow to choose an item from a list or a date from a calendar.
Sometimes the content control is removed when you enter text, and sometimes the
content control remains in the document (although only the contents of the control
will appear in the printed document). If you decide you don’t want to use a content
control, you can delete it. Click the title tab to select the entire control, and then press
Delete or Backspace.

Inserting Headers, Footers, and
Page Numbers

Headers and footers allow you to include the same information, such as your name
D VOCABULARY and the page number, on each page of a document. A header is text that is printed
header at the top of each page. A footer is text that is printed at the bottom of each page.

Figure 7-3 shows both a header and a footer.
footer
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FIGURE 7-3 Page with header and footer

Inserting and Modifying Headers and Footers

Insert headers and footers by clicking the Insert tab, and then clicking the Header or
Footer button in the Header & Footer group. When you click either of these buttons,
a gallery of predesigned headers or footers opens, as shown in Figure 7-4. At the top
of the list, two Blank styles are listed, and then additional styles are listed alphabeti-
cally. Each header and footer contains content controls.

[E) Cower Page - - [ - - A-T-] [@ Quick Parts - B8 Signature Line = T Equation:=
] Blankrage | — fwordat~ [EhCsteatme | £ Smboir

Header button

Footer button

o More Footers fram Office.com
Lot Fonter
W
Referencesy Bemove Footer

Save Selection bo Faoter Gallery..

ide A Ory e feport.

Government Printing Office, 2005.%

FIGURE 7-4 Footer gallery
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When the header or footer area is active, the Header & Footer Tools Design tab
appears on the Ribbon, as shown in Figure 7-5. This tab contains buttons you can
use to insert elements such as the date, time, and page numbers. Other buttons allow
you to set formatting options. In the Options group, you can select the Different First
Page check box to remove the header and footer from the first page of the document.

Mallings  Rewlew

Header & Footer
Tools Design tab

Gato
Hesder F

Right tab marker

Insert group in footer

Select to remove
header and footer

b = , from page 1
; ‘| [Type dex1]Y pag

Active footer - ’ H

Content control

PageiSofs | Wondsi2 | 5 | B3 [EEEEEE ) W] (3]

FIGURE 7-5 Footer with selected placeholder text

Step-by-Step 7.2

1. Display the rulers, if necessary.

. 2. On the Insert tab, in the Header & Footer group, click the Footer button.
- A gallery of footer styles appears. Refer back to Figure 7-4. Click Blank.
To remove a header or footer, click The footer section appears at the bottom of the current page with place-
e [REAEEr O [FERURT DUAER O 1S holder text at the left margin. Refer back to Figure 7-5. Notice that the
Insert tab or the Header & Footer _ .
Tools Design tab, and then click footer contains a center tab marker at the 3%-inch mark on the ruler
Remove Header or Remove Footer. and a right tab marker at the 6%-inch mark. The Header & Footer Tools

Design tab appears on the Ribbon and is the active tab. The content
control in the footer is selected, ready for you to enter text.

3. Inthe footer section in the document, type your name. The text you type
replaces the placeholder text in the content control. In this case, the
content control is deleted as soon as you start typing.

4. On the ruler, drag the right tab marker positioned at the 6%2-inch mark
to the left so that it is directly on top of the right margin marker. Press
Tab twice. The insertion point is at the right margin in the footer.
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5. On the Design tab, in the Insert group, click the Date & Time button. In
the Date and Time dialog box, deselect the Update automatically check
box, if necessary, and then click OK. The current date is inserted in the
footer in the format 5/25/2013.

6. On the Design tab, in the Header & Footer group, click the Header but-
ton, and then click the Alphabet style. The header section at the top of
the page comes into view. The Alphabet style header with placeholder

@ EXTRA FOR EXPERTS
text is centered in the header. It includes a brown horizontal graphic

You can insert an empty header
and footer with no content controls.
In the Header & Footer group on
content control that contains the document title. the Insert tab, click the Header or
Footer button, and then click Edit
Header or Edit Footer on the menu.

line. A blue border appears around the placeholder text and a title tab
appears at the top, identifying this as a Title content control, that is, a

7. Type American Diet Report. The text you type replaces the placeholder
text, but the content control stays in the document. See Figure 7-6.

Inzert Retarences Revaw

ﬁ FIGURE 7-6
R : Header with text entered
Fonter " wee N Title content control

Bage Layout “allings

2Tille

Active header

[

Page:Sofs | Werdndls | <3 F3 Sl m = e (= L} +

8. With the headers and footers still active, scroll up in the document so
that you can see the top of page 2 and the bottom of page 1. Click in
the header on page 2. On the Design tab, in the Options group, click the
Different First Page check box, and then scroll up again so that you can
see the bottom of page 1. The footer no longer appears on the first page
of the document.

9. Scroll to the top of page 1. The header does not appear on the first page.

10. Scroll back down so you can see the insertion point in the header at the
top of page 2. On the Design tab, in the Navigation group, click the Go
to Footer button. The footer on page 2 comes into view with the inser-
tion point blinking at the beginning of the line.
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11. Position the insertion point in front of the date. Type Updated:, and
then press the spacebar.

12. Double-click the document window above the footer section. The sec-
tion of the document that was active before you started working on the
header and footer (page 5) jumps into view. The headers and footers
appear faded, and the insertion point is blinking in the document win-
dow. (If you clicked somewhere in the document before you started
working on the header and footer, the current page will be different.)

13. Save your changes and leave the document open for the next
Step-by-Step.

Inserting Page Numbers

Page numbers are included in some of the header and footer styles. If you choose a
header or footer style that does not include page numbers, or if you want to insert
page numbers without inserting anything else in a header or footer, you can use the
Page Number button in the Header & Footer group on the Insert tab or on the Header
& Footer Tools Design tab. A menu opens with choices for you to insert page num-
bers at the top or the bottom of the page, in the margin, or at the current position.
When you point to any of these options, a gallery of choices appears. If you choose
Top of Page or Bottom of Page, you automatically create a header or footer with only
the page number as content. See Figure 7-7. If a header or footer already exists, the
page number style you choose replaces it.
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FIGURE 7-7 Top of Page gallery on Page Number menu
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If you want to insert the page number in an existing header or footer, first posi-

tion the insertion point in the header or footer at the location where you want the
page number to appear. Click the Page Number button, point to Current Position, and
then choose a style.

Step-by-Step 7.3

1.

Scroll so that you can see the top of page 2. Double-click anywhere in
the header on page 2. The header becomes active and the insertion
point blinks at the beginning of the content control.

On the Design tab, in the Header & Footer group, click the Page Number
button, point to Top of Page, and then click Plain Number 3. Instead of
adding the page number near the right margin, the page number header
replaced the header you created.

On the Quick Access Toolbar, click the Undo button E The header you
created reappears.

On the ruler, drag the right tab marker positioned at the 6%2-inch mark
to the left so that it is directly on top of the right margin marker. Drag
the center tab marker positioned at the 3Vs-inch mark off the ruler to
remove it. Press End, and then press the right arrow key. The inser-
tion point is positioned between the content control and the paragraph
mark. Press Tab. The insertion point is positioned at the right margin.
In the Header & Footer group, click the Page Number button. Point
to Current Position, and then click Plain Number. The page number
appears at the location of the insertion point, formatted in the same
style as the rest of the header text.

On the Design tab, in the Close group, click the Close Header and
Footer button.

Save your changes and leave the document open for the next Step-by-Step.

WD 185

@

To hide the margins and space
between pages in a document,
move the insertion point to the
top of the page until it changes to
a button with double arrows, and
then double-click. To show the
space again, position the inser-
tion point on the top of the line
between pages so that it changes,
and then double-click.
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Modifying Document Properties

When you save a file, identifying information about the file is saved along with
it, such as the author’s name and the date the file was created. This information is

D VOCABULARY known as the file properties.
To view or add properties to a document, click the File tab, and then click Info.

property
The properties appear in the right pane in Backstage view, as shown in Figure 7-8.
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FIGURE 7-8 Info tab in Backstage view

Content controls can be linked to document properties so that they pick up and
display the information stored as a document property. For example, if a content
control is tied to the Title document property, it displays the information stored in the
Title box in the Properties section of the Info tab in Backstage view. The connection
works both ways, so that if you change the Title in the content control, the change
appears in the Title box in the Properties section and in every other Title content
control in the document.
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Step-by-Step 7.4

1.

If necessary, scroll up so you can see the header at the top of page 2.
Click the File tab, and then in the navigation bar, click Info, if it is not
already selected. The document properties appear in the right pane in
Backstage view. Refer back to Figure 7-8. Notice that American Diet
Report, the title you typed in the Title content control in the header,
appears as the Title property.

Click anywhere on American Diet Report next to Title, and then select
American Diet Report. Type Reducing Fat in the American Diet. Click a
blank area in Backstage view. The text in the Title content control in the
header on page 2 also changed to the text you just typed.

On the Ribbon, click the File tab. Backstage view closes and your docu-
ment appears again. Notice that the title in the header is changed to the
new title you typed in Backstage view.

Click the File tab. Backstage view appears again with the Info tab selected.
Under Related People in the Backstage view, click Add an author. The
placeholder text disappears and a box appears with the insertion point
in it. Type your name in the box.

Right-click Soleil Chen. On the shortcut menu, click Remove Person.
Now your name is the only name listed as the author of the document.

At the top of the right pane, click Properties, and then click Advanced
Properties. The Diet Final.docx Properties dialog box opens. Click the
Summary tab. See Figure 7-9.

Summary tab [ 2 [t

Diet Final. docx Properties

| General | Summary | Statistics I Contents | Cusb}rn|

Your name will

Title: Reducing Fat in the American Diet
appear here

Subject:
Author: Your Mame
Manager:

Company:

Category: [
Keywords:

Comments:

Hyperlink
base:

Template:  Mormal.dotm

[ save Thumbnails for All Werd Documents

[ OK | | Cancel

@ e

To see the properties while you
are working on the document,
click Properties on the Info tab
in Backstage view, and then click
Show Document Panel.

@

To see contact information for an
author, point to the author’s name.
If there is contact information for
that author stored in Outlook, it
will appear in the box that opens.

FIGURE 7-9
Summary tab in Diet Final.docx
Properties dialog box
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8. If there is any text in the Company box, select it. Type your school name
in the Company box. Click OK.
9. Click the Home tab. Backstage view closes.

10. Save your changes and leave the document open for the next Step-by-Step.

Inserting a Cover Page

You can quickly create a cover page for your document by inserting one of the many
- TIP predesigned cover pages available with Word. To insert a predesigned cover page,
click the Insert tab, and then, in the Pages group, click the Cover Page button. A gal-
lery of cover pages opens, as shown in Figure 7-10.

To insert a blank page, click the
Blank Page button in the Pages
group on the Insert tab.
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FIGURE 7-10 Cover Page gallery

The cover pages contain content controls, as shown in Figure 7-11. As with the
content controls that appear in headers and footers, you can use them or delete them,
and then insert your own content.
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FIGURE 7-11 Mod cover page with information from document properties

Step-by-Step 7.5

1. On the Ribbon, click the Insert tab. In the Pages group, click the Cover
Page button. In the gallery, scroll down until you see Mod, and then
click Mod. A cover page is inserted at the beginning of the document.

2. Scroll up to see the title tab on the content control containing Reducing
Fat in the American Diet. The word Title in the title tab identifies this as
a content control that picked up the title from the document properties.

3. Click anywhere on your name. The word Author identifies this as a con-
tent control that picked up the author from the document properties.

4. Click the placeholder that says Type the document subtitle. Click the
Subtitle title tab. The title tab darkens. Press Delete. The content con-
trol is deleted.

5. Delete the content control that contains the placeholder text Type the
abstract... .

6. Scroll down to the bottom of the cover page, and then click the place-
holder that says Pick the date. The Date title tab appears, and an arrow

appears to the right of the control.

7. Click the arrow. A calendar appears displaying the current month and
year with today’s date in a red box. See Figure 7-12.
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To view two parts of a document
at once, in the Window group on
the View tab, click the Split but-
ton. Without pressing the mouse
button, drag the horizontal gray
bar that appears to position it, and
then click. To remove the split,
click the Remove Split button in
the Window group on the View tab.

D VOCABULARY
section
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8. Click tomorrow’s date in the calendar. Tomorrow’s date appears in the
document. (If you need to scroll to the next month, click the arrow to
the right of the month name.)

9. Scroll down, if necessary, so that you can see the text and the page
break on page 2. You don't need the temporary cover page any more.

10. On page 2, select American Diet, the paragraph mark at the end of the

line, the Page Break formatting mark, and the paragraph mark at the end
of the line. Press Delete. The text on the page and the page break are
deleted, removing the entire page from the document. The first page in
the document is numbered page 1 instead of page 2. This is because,
like the cover of a book, the cover page is not included in the page count.

11. Saveyour changes and leave the document open for the next Step-by-Step.

Creating New Sections

You can divide a document into two or more sections. A section is a part of a docu-
ment where you can create a different layout from the rest of the document. For
example, you might want to format only part of a page with columns, as you did in
Lesson 6. You can also have different headers and footers, page numbers, margins,
orientation, and other formatting features in different sections.

To create a new section, click the Page Layout tab, and then in the Page Setup
group, click the Breaks button. A menu of choices for inserting breaks appears, as
shown in Figure 7-13. The bottom half of the menu lists types of section breaks. To
start the new section on the next page, choose Next Page. To start the new section on
the same page, choose Continuous. To start the new section break on the next even-
numbered or odd-numbered page, choose Even Page or Odd Page.
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FIGURE 7-13 Breaks menu

When formatting marks are displayed, a section break is indicated by a double
dotted line across the page with the words Section Break in the middle, as shown in
Figure 7-14. To delete a section break, select the section break line, and then press
Delete or Backspace.
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Step-by-Step 7.6

1. Gotothe last page in the document. Position the insertion point in front
of 2005 Dietary Guidelines Advisory Committee in the first reference.

2. Onthe Ribbon, click the Page Layout tab. In the Page Setup group, click
the Breaks button. Under Section Breaks, click Continuous. Because
formatting marks are displayed, you can see that a continuous section
break was inserted.

3. In the Page Setup group, click the Columns button, and then click Two.
The current section is formatted in two columns. If the section break
were not there, the entire document would have been formatted in two
columns. You want to force the third reference to move to the top of the
second column.

4. Position the insertion point in front of the third reference, MyPyramid.gov.
In the Page Setup group, click the Breaks button, and then under Page
Breaks, click Column. A column break is inserted below the last line in
the Executive Office of the President reference.

5. Save your changes and leave the document open for the next Step-by-Step.

Using the Research Tool

Word provides online access to a dictionary, thesaurus, and other resources to help
@ EXTRA FOR EXPERTS you research information. You need an Internet connection for all research resources
except the dictionary, thesaurus, and some features of the translation tool. To use the
Research tool, click the Review tab on the Ribbon. In the Proofing group, click the
Research button. The Research task pane opens to the right of the document window.
Type a word or phrase that describes the topic to be researched in the Search for box,
and then click the arrow in the box below the Search for box to select the reference
that you want to use. The search executes and the results appear in the task pane. See
Figure 7-15. If the reference you want to use already appears in the Search for box,
you can click the Start searching button to execute the search.

Turn on the Mini Translator by
clicking the Translate button in the
Language group on the Review tab,
and then clicking Mini Translator.
Select the language to translate

to by clicking the Translate but-
ton, and then clicking Choose
Translation language.
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FIGURE 7-15 Research task pane open with results from Bing search engine

Step-by-Step 7.7

1. On the Ribbon, click the Review tab. In the Proofing group, click the
Research button. The Research task pane opens to the right of the doc-
ument window.

2. Inthe Research task pane, select all the text in the Search for box if there
is any, or simply click in the Search for box if it is empty. Type nutrition.

3. Click the arrow next to the box below the Search for box. Click Bing. If the
search doesn’t start, click the Start searching button . The search
starts and, after a moment, results appear in the task pane. This is a

@ e

If you need to translate a word or
phrase, select Translation in the
All Reference Books list.

shortcut to using the Bing search engine in a browser. (Note: If you are
not connected to the Internet, you will not get any results. Read the rest
of the steps in this section and only complete Steps 7 through 10.)

4. Scroll down and look for the result Nutrition.gov. Click the link at the bot-
tom of that result. Your browser starts, and the Nutrition.gov home page
appears in the browser window. (If you don’t see your browser window,
look on the taskbar. The taskbar button for your browser should be blink-
ing or appear orange. Click the browser taskbar button. If more than one
button for your browser appears on the taskbar, click the orange button.)

5. Look in the Address bar at the top of the browser window. The address
is very long, but to send someone to this home page, all you need is the
part that starts with www and ends with .gov.—www.nutrition.gov.
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—l— WARNING

If Web address text changed to
blue and became underlined,
you pressed the spacebar after
typing the address. Right-click
the address, and then click
Remove Hyperlink.

D VOCABULARY
table

cell

@ e

If you know exactly how many rows
and columns you want to create,
you can also click the Table button
in the Tables group on the Insert
tab, and then click Insert Table on
the menu. The Insert Table dialog
box opens. Change the values in
the Number of columns and the
Number of rows boxes as needed.
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6. In the upper-right corner of the browser window, click the Close
button . The browser window closes, and the Diet Final docu-
ment appears again. (If another browser window is open, click its
Close button.)

7. In the document, go to page 2 (numbered page 1 in the header). In the
paragraph under the Fat in the American Diet heading, position the inser-
tion point at the end of the last sentence between the period and the
paragraph mark. Press spacebar.

Type For more information, go to www.nutrition.gov.

In the Research task pane title bar, click the Close button @

10. Save your changes and leave the document open for the next Step-by-Step.

Creating Tables

A table is an arrangement of text or numbers in rows and columns, similar to a
spreadsheet. Tables are useful for organizing information. The intersection of a row
and column is called a cell. Tables are sometimes easier to use than trying to align
text with tabs.

Inserting a Table

To create a table, click the Insert tab, and then, in the Tables group, click the Table
button. A menu opens with a grid in the top portion. As you move the pointer over
the grid, the outline of the cells in the grid changes to orange, and the label at the top
of the menu indicates the dimensions of the table. As you drag, the table appears in
the document behind the grid. See Figure 7-16. Click when the grid and the label
indicate the number of rows and columns you want to create. A table is inserted at
the location of the insertion point. To enter text in a table, click in a cell, and then
type. To move to the next cell to the right, press Tab or click in the cell. To move back
one cell, press Shift+Tab.
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FIGURE 7-16 Inserting a table

Step-by-Step 7.8

1. Goto page 4 in the document (numbered page 3 in the header). Position
the insertion point in the empty paragraph at the top of the page, above
the paragraph that starts They emphasize that.

2. On the Ribbon, click the Insert tab. In the Tables group, click the Table
button. A menu opens with a grid at the top of it. Insert Table appears
above the top of the grid.

3. Without clicking the mouse button, drag the pointer over the grid. As
you drag, the boxes in the grid change from black to orange outlines,
and the text above the grid changes to the number of columns and rows
you have selected.

4. Point to the cell that creates a 3x6 Table, and then click. The menu
closes and a table with three columns and six rows is inserted in the
document. The insertion point is blinking in the first cell in the table.

5. Type Food Groups. The text you type appears in the first cell in the
table. Press Tab. The insertion point moves to the next cell to the right.

6. Type Daily Recommendations, and then press Tab twice. The insertion
point moves to the second cell in the first column.
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7. Type the rest of the data in the table as shown in Figure 7-17. Leave
the third column blank.

FIGURE 7-17 -
Data in table Food Groupsx Daily - . at o
Recommendationsy

Grainse 3 oz whole grains=| = o
Vegetablesn 2 10-3 cupsH ot o
Fruitsz 1-1/2to-2 cups® | & 8]
Qilsx 5 {0-7 teaspoonsx | o s
Milkxz 3 cupsH ot o

8. Click in the last cell in the table. Press Tab. A new row is created at the
bottom of the table.

9. Type Meat & beans. Press Tab. Type 5 to 6-1/2 oz.

10. Save your changes and leave the document open for the next Step-by-Step.

Modifying the Table Structure

You can modify the structure of a table by using commands on the Table Tools
Layout tab on the Ribbon. To insert a row, click a cell in the table, and then in the
Rows & Columns group, click the Insert Above or Insert Below button, depending
on where you want the row to appear in relation to the insertion point. To insert a col-
umn, click the Insert Left or Insert Right button. To delete a row or column, position
the insertion point in the row or column you want to delete. In the Rows & Columns
group, click the Delete button, and then click the appropriate command to delete
cells, columns, rows, or the entire table.

You can change the width of columns and the height of rows. Position the pointer
on top of a gridline in the table so that it changes to a double-headed arrow. Drag the
border line to resize the column or the row.

You can split cells to transform one column or row into two or more. You can
merge cells to create one large cell out of several small cells. To merge cells, select
the cells, and then click the Merge Cells button in the Merge group on the Table
Tools Layout tab. To split cells, select a cell or cells, and then click the Split Cells
button to open the Split Cells dialog box. Specify the number of columns and rows
you want to create from the selected cell or cells, and then click OK. If the result is
not what you expected, undo your change, open the Split Cells dialog box again, and
then click the Merge cells before split check box.
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Step-by-Step 7.9

1. Position the insertion point in any cell in the last column of the table.
On the Ribbon, click the Table Tools Layout tab, if necessary. In the

Rows & Columns group, click the Delete button. Click Delete Columns.
The current column is deleted.

2. Position the insertion point in any cell in the first row of the table. In —
the Rows & Columns group, click the Insert Above button. A new row is -

inserted above the row containing the insertion point. To select an entire row, click to
3. Click in the first cell in the new row. Type USDA Food Pyramid ’EZEII:)TtT(())f;:leecr;)v;/n(oel:]t;lr:ecg;jmn,
Guidelines. position your pointer just above
the column so that the pointer
changes to a downward-pointing
arrow, and then click.

4. Position the pointer over the column divider between the two columns.
The pointer changes to a double-headed arrow +”*’. Press and hold the
mouse button, and then drag the column divider to the left until the left
column is approximately 1% inches wide.

5. Drag the right border of the table to the right until the right column is
approximately two inches wide and Daily Recommendations fits on one
line in the cell.

6. Drag to select the two cells in the top row. On the Layout tab, in the
Merge group, click the Merge Cells button. The two cells are merged
into one cell. See Figure 7-18.

Tl FIGURE 7-18
“ Modified table
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7. Save your changes and leave the document open for the next
Step-by-Step.
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Formatting Tables

The easiest way to format a table is to use one of the many predesigned formats in
the Table Styles group on the Table Tools Design tab. See Figure 7-19. If you want
to treat the first and last rows or the first and last columns differently from the rest
of the rows and columns in the table, you can select the Header Row, Total Row,
First Column, and Last Column check boxes in the Table Style Options group on the
Table Tools Design tab. To add shading to every other row or every other column,
select the Banded Rows or Banded Columns check boxes in the same group.

Home  Insert  Page Layout eterenc Developer Design | Layout

[ Hester R T First Column Paan Tables -t * Z _j
I Wt .| E2

[7] Total Row Last Calumn
i Draw  Eraser
[#] Banded Raws [T Banded Columns L Pen Color = Table

Tsble Style Opticns Drarws Barders

| Em e

L8]

Table Styles gallery
Table Style
Options group
P01 39
Table with H
Live Preview |
B Mnay Table St
1 i e iﬂ
: G Mew Tabla Styla..
- USDATood Pyramid Guidelines:t 4
-] Foad Groupss Daily Recommendationset o £
Grainss 3 0z whole grainsz ] E
Pager4 ol | Words:4a2 | &0 [EEEEEET L ()
FIGURE 7-19 Live Preview of a table style
You can manually format text in a table as you would format any text in a docu-
- TIP ment. You can select the entire table by positioning the pointer on top of the table and
i then clicking the table move handle that appears above the upper-left corner of the
Vet G ety dccess tgble table. Then you can position the table on the page by clicking an alignment button
command§ fo_r wildnz iy elbles in the Paragraph group on the Home tab. You can also change the color of the table
e lines and the fill color of the cells by using the Shading and Borders buttons in the
Bl 1D @pE 2 SIGIELL L Table Styles group on the Table Tools Design tab. To change the alignment of text in
a cell, click one of the alignment buttons in the Alignment group on the Table Tools
Layout tab.

When you add color to borders, you need to make sure you are trying to format

border lines, not table gridlines. Border lines are visible lines that print when you

D VOCABULARY print your document. When a table is created, the gridlines form the structure of the
table, the outline of the rows and columns. To make sure the table prints the way you

gridline
expect, turn off the gridlines by checking the Gridlines button on the View tab.
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Step-by-Step 7.10

1.

Click anywhere in the table. On the Ribbon, click the Table Tools Design
tab. In the Table Style Options group, notice that the Header Row, First
Column, and Banded Rows check boxes are selected.

On the Design tab, in the Table Styles group, click the More button, and
then in the gallery, click the Medium Shading 2 — Accent 5 style (fifth
row, second to last column under Built-In). The gallery closes and the
table is reformatted with that style.

In the Table Style Options group, click the First Column check box to
deselect it. The shading and bold formatting is removed from the first
column.

Click in the first row of the table. On the Ribbon, click the Table Tools
Layout tab. In the Alignment group, click the Align Center button E
The text in the top row is centered in the cell.

Select all the text in the second row of the table. On the Ribbon, click the
Home tab. In the Font group, click the Bold button E The text in the
second row is bold, and Daily Recommendations might wrap to two lines.
If Daily Recommendations is now on two lines, click in the table to posi-
tion the insertion point without selecting any text. Drag the right border of
the table to the right just enough so that Daily Recommendations fits on
one line again.

Position the pointer over the table. The table move handle appears
above the upper-left corner of the table. Position the pointer over the
table move handle so that the pointer changes to a four-headed arrow
R and then click the table move handle . The entire table is selected.
On the Home tab, in the Paragraph group, click the Center button E
The table is centered on the page. Click anywhere in the table to dese-
lect it and keep the table active.

@

You can double-click the right bor-
der of a column to automatically
resize the column to accommodate
the width of the longest entry in
the column.

@

Using the table move handle,
you can drag a table anywhere in
a document.
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9. On the Ribbon, click the Table Tools Layout tab. In the Table group,
locate the View Gridlines button and determine if it is selected. If it is
selected, it will be orange. See Figure 7-20. If it is selected, you will
see a dotted gridline between the two columns in the table.

FIGURE 7-20 T m!'i
Home Insert Page Layout Reterences Mallings Review View Developer Design Layout (a8
Formatted table [z seteat - 3 ke Wisetbeow Evegecen (o D5 BHEE A= T .\l 2 Repeal Header Rows
with gridlines visible [Eewtrmme) | = st | sancds | 22 cmEEE = B B oo
B Properties Aok B Insert Righl | |0 split Tabte | 84 AutoFit - T et }u‘::” % & Fomula

Merge Cell Size 3 Alignment Cata

View Gridlines
button (selected)

Reducing Fat in the American Diet - 31

0
USDA Food Pyramid Guidelinesz =

o Food Groupsa Daily Recommendationsa &
Gridline Grainss : 3oz whole grainss o
Vegetableso 2403 cupso H

Fruitso 1-1/2to-2 cupsa o F'

Oilsx 5 {07 feaspoanst J
Milko 3 cupssa b1
Meat & beans® 5406-1/20z8 )

NSO ON DN KN N Dm0 |

1

They emphasize thal moderale consumption 45 the key lo-

good health. The guidelines also state thata person needs - i
forty different nutrients for good health. No-one food - o
=
- | TN S 1 PO T} . i
Page 4015 | Wordsissz | <5 Pl = = [EEEEEE e L) ()

10. If the View Gridlines button is selected, click the View Gridlines button
to deselect it. The dotted gridline between the two columns in the table
disappears.

11. Drag to select all the rows in the table except the first row. On the
Ribbon, click the Table Tools Design tab. In the Table Styles group, click
the arrow next to the Borders button . Click Inside Vertical Border. A
vertical line appears between the first and second columns in the table.

12. Save your changes and leave the document open for the next Step-by-Step.

Converting Text into Tables

You can convert text you have already typed into a table. Select the text you want
@ EXTRA FOR EXPERTS to convert to a table. On the Insert tab on the Ribbon, click the Table button in the
Tables group, and then click Convert Text to Table on the menu. The Convert Text to
Table dialog box opens. Word converts the text to a table by creating columns from
text separated by a comma or a tab, and by creating rows from text separated by a
paragraph marker.

Click Quick Tables at the bottom
of the Table menu to display a
gallery of formatted tables with
text inserted.
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Sorting arranges a list of words in ascending order (a to z) or in descending order )

(z to a). Sorting can also arrange a list of numbers in ascending order (smallest to

largest) or descending order (largest to smallest). Sorting is useful for putting lists of

names or terms in alphabetical order.

To sort text in a table, click anywhere in the table, click the Table Tools Layout
tab, and then in the Data group, click the Sort button. The Sort dialog box opens, as
shown in Figure 7-21. In this dialog box, you can choose the options for the sort.

VOCABULARY

sort

-

R

Sort
Sortby
Column 1 [=] Type:
Using:
Click to change column || Thenby
on which data is sorted [=] Tvo=:
Using:
Then by
Select to indicate that i~ Lo
the selected data includes o
a header row .
My list has

(7) Header row (@ No header row

FIGURE 7-21 Sort dialog box
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[

OK

[ e

|

@] EXTRA FOR EXPERTS

If the table contains numbers,
click the Type arrow in the Sort
dialog box, and then click Number
to sort the table numerically.
Otherwise, it will sort the data
using the first digit only, so that
10 would come before 2.

Step-by-Step 7.11

1. |f necessary, drag to select all the rows in the table except the first row
with USDA Food Pyramid Guidelines, and then click the Table Tools

Layout tab.

In the Data group, click the Sort button. The Sort dialog box opens.

Make sure Column 1 appears in the Sort by box. Make sure that
the Ascending option button at the top of the dialog box is selected. The
table will be sorted in alphabetical order by the values in the first column.

@

You can also sort a list that is not

organized in a table. Select the list,
and then, in the Paragraph group on
the Home tab, click the Sort button.
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| 4. At the bottom of the dialog box, click the Header row option button.
WARNING

If a thick border line appears in

This will exclude the first row of the selected rows from being included

: in the sort.
the middle of the table, reapply
the Medium Shading 2 — Accent 5 5. Click OK. The dialog box closes and the data in the table is sorted in
table style, add the vertical border alphabetical order by the data in the first column.
between rows 2 through 8, and ) )
then center the table horizontally. 6. Deselect the table. Turn off the rulers and hide formatting marks.

Save, print, and then close the document.

SUMMARY

In this lesson, you learned:

B Word automatically inserts page breaks where they are neces- u

sary. You also can insert page breaks manually.

B Content controls are special placeholders designed to contain a

specific type of text. When you insert text, some content controls |

remain in the document and some are deleted.

B Headers appear at the top of every page in the document; foot- u

ers appear at the bottom of every page. The Header & Footer

Tools Design tab appears when a header or footer is active. n

B You can insert page numbers in the header or footer area. The
page number style can replace a header or footer, or you can
use the Current Position command to insert a page number at
the location of the insertion point.

B You can modify file properties in Backstage view. Some types u

of content controls are linked to document properties.

B VOCABULARY REVIEW

You can insert a predesigned cover page with content controls
by clicking the Cover Page button in the Pages group on the
Insert tab.

To create different page layouts within one document, divide
the document into sections.

The Research tool allows you to access the Internet to explore
different sources for information.

Tables show data in columns and rows. You can modify tables
by adding and removing rows and columns and merging and
splitting cells. You can format a table with styles as well as use
manual formatting. You can convert text into a table with the
Convert Text to Table command.

You can sort text in a document alphabetically or numerically
in ascending or descending order.

Define the following terms:

cell header
content control orphan
footer page break
gridline property
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B REVIEW QUESTIONS
MULTIPLE CHOICE

Select the best response for the following statements.

1. When formatting marks are displayed, a manual page break is indicated in the document by a:

A. series of dashes. C. dotted line with the words Page Break in the middle of the line.

B. thick horizontal line. D. row of paragraph marks with the words Page Break in the middle of the line.
2. To modify the document properties, you need to display the:

A. Summary dialog box. C. Properties task pane.

B. Backstage view. D. Document dialog box.
3. A part of a document that is formatted with a different page layout than the rest of the document is called a(n):

A. auto-orientation. C. section.

B. table. D. manual break.

4. To find information on the Web using a variety of sources, what button do you click in the Proofing group on the Review tab?

A. Proof C. Research
B. Encyclopedia D. Web
5. What is the intersection of a row and column in a table called?
A. box C. grid
B. cell D. content control

FILL IN THE BLANK

Complete the following sentences by writing the correct word or words in the blanks provided.

1. Text that is printed at the top of each page is called a(n)

2. Document or file are identifying information about the file, such as the author’s name and the date the file was cre-
ated, that is saved along with the file.

3. To combine two or more cells into one, use the command.
4. If a list of words is sorted alphabetically, it is listed in order.
5. form the structure of a table.

TRUE / FALSE

Circle T if the statement is true or F if the statement is false.

T F 1. The place where one page ends and another begins is called section break.

T F 2. Content controls are special placeholders designed to contain a specific type of information, such as a date or the page number.
T F 3. The only place you can insert page numbers in a document is in the header.

T F 4. Some content controls are linked to specific document properties.

T F 5.  When you insert a section break, the text after the section break always appears on the same page as the section break.
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If you have a SAM 2010 user profile, your instructor may have assigned an autogradable version of the indicated project. If so, log into the SAM
2010 Web site at www.cengage.com/sam2010 to download the instruction and start files.

PROJECT 7-1

1.

Open the Guidelines.docx Data File from the drive and
folder where you store your Data Files. Save the document as
Correspondence Guidelines followed by your initials.

Create a header using the Annual style. Type Guidelines in the
Title content control, and use the Date content control to insert
the current year. (Hint: Just click the Today button.)

3. Insert the Stacks footer. Do not replace the placeholder text.
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Do not display the header or footer on the first page of the
document.

Open the Info tab in Backstage view. Add your name as the
author, and then delete the current author. Add your school
as the Company name. Change the title to Guidelines for
Correspondence. Close Backstage view and verify that the
Title property is displayed in the header and that the Company
name property is displayed in the footer.

Position the insertion point to the right of the content control
in the footer, and then press Tab. Insert the Accent Bar 2 page
number style at the current position.

On page 1, insert a page break before the Check Spelling heading.

Select the words commonly misspelled words in the Check
Spelling section. Open the Research pane to find other lists

10.

11.

12.

of commonly misspelled words. Change the source for the
research to Bing.

If you are connected to the Internet, open the Web page associ-
ated with one of the search results. Click in the Address bar at the
top of the window to select the entire Web address. Right-click
the selected address, and then click Copy on the shortcut menu.
Close the browser window. Position the insertion point before
the period at the end of the second sentence in the paragraph
under the Check Spelling heading. Press the spacebar, type ( and
then paste the contents of the Clipboard which contains the Web
site address. Type ) and then close the Research task pane. (If
you do not have access to the Internet, skip this step.)

Add the following words to the list of misspelled words: labora-
tory, beginning, maintenance, cooperate, and friend. Use the
Sort button in the Paragraph group on the Home tab to sort the
list in ascending order.

Insert a continuous section break before the spelling list.
Format the second section (the one containing the spelling list)
in three columns. Insert another continuous section break after
the spelling list, and then format the last section of the docu-
ment in one column.

Save, print, and close the document.


http://www.cengage.com/sam2010

LESSON 7 Working with Documents

PROJECT 7-2

. Open the References.docx Data File from the drive and

folder where you store your Data Files. Save it as References
Formatted followed by your initials.

Convert the text in the document into a table with two columns.

Use the Merge cells command to merge each cell containing
a person’s name with the two cells below it. Merge the three
cells containing each address into one cell.

Enter the last row of information as shown in the table in
Figure 7-22—the row containing Wayne Parks. Don’t be con-
cerned with the formatting yet.

References

Dr. John Dugan, Chairperson

SelmaHernandez, President

State University

Department of Computer Science
Santa Fe, NM 87501

Sierra Computer Consultants
1734 Water Street

Santa Fe, NM 87505

Wayne Parks Parks Electronics
8755 Arbor, Suite A
Santa Fe, NM 87509
FIGURE 7-22
5. Format the table as shown in Figure 7-22. The table style is

10.

11.

Medium Grid 3 — Accent 2. The text in the first row is 14 points.
Notice that the names of the references in the first column are in
bold, but the titles of the references are not. This means the first
column is not formatted differently from the rest of the table;
you need to format the names and titles manually. Also note that
the first row is just tall enough to fit the text.

Resize the columns to the widths shown in Figure 7-22.

Change the name Wayne Parks to your name. Save your
changes, and then print (but do not close) the document.

Select the entire table. On the Design tab, use the Shading and
Borders buttons to remove the shading and the borders. The text
in the first row is formatted in white, so it looks like there’s noth-
ing there. Change the color of the text in the first row to black.
Save the revised document as References Unformatted fol-
lowed by your initials.

Delete the first row in the document. If the new first row was
reformatted as white text, select it, and then change the color
of the text in the new first row to black. If necessary, correct the
bold formatting in the first row.

Insert any style cover page you want. Use the content controls
on the cover page or use the Info tab in Backstage view to
insert References as the Title property and your name as the
Author. (Make sure you delete any other author names.) If the
cover page includes a Date content control, insert the current
date. Delete all other content controls in the cover page.

Save, print, and close the document.

PROJECT 7-3

1.

Open the Sales.docx Data File from the drive and folder where
you store your Data Files. Save the document as Sales Leaders
followed by your initials.

Insert a new row at the top of the table. Type the following
headings: Name, (skip the second column), Region, Manager,
and Year—to-Date Sales.

. Merge the cell containing Name and the cell to its right. Merge

each of the cells containing first and last names so that each
person’s name appears in one cell. Remove the paragraph mark
after each first name, and then insert a space between the first
and last names.

Widen the fourth column so that Year-to-Date Sales fits on
one line.

Format the table with the Colorful List - Accent 6 style. Add
special formatting for the header row, and use banded columns.

Sort the table by year-to-date sales in descending order.

Center the table horizontally. Center the column headings and
everything in the last column.

In the memo header, replace All Employees in the To line with
your name.

Save, print, and close the document.
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B CRITICAL THINKING
ACTIVITY 7-1 ACTIVITY 7-2

Using a table without borders, create your own list of references for Use Help to learn how to insert a formula to add a column of numbers
your personal portfolio for employment. in a table. Use a formula to add the Year-to-Date Sales column in the
Sales Leaders.docx document that you worked on in Project 7-3.

ACTIVITY 7-3

You own a small company that sells used CDs and DVDs. To
increase sales, you decide to develop a presence on the Web. To do
this, you need to register a Web site address with a domain name
registrar. Most registrars also offer to host your Web site, which
means they store all the files that make up your Web site on a com-
puter so that anyone using the Web can access your site.

Use the Internet to locate at least three registrars. (Try going to
www.internic.net to find a list of registrars.)

Create a table in Word to compare the data you find on the
Internet regarding each registrar company’s services provided, cost
per month (per service, if available), and any convenience factors
such as setup or installation requirements, fees, and customer ser-
vice. Which company or companies offer the best package or ser-
vices for your company?

After you have determined which registrar would be able to
best serve your needs, think of a possible Web site address for your
company, and then use the registrar’s search function to see if that
Web site address is available. If the Web site address you want to
register is already taken with .com as the top-level domain (the
last three or four letters of a Web site address), try other top-level
domains such as .biz, .net, or .name.
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Estimated Time:

3 hours
LESSON 8
Increasing Efficiency
Using Word
m OBJECTIVES ® VOCABULARY
Upon completion of this lesson, you should be able to: data source
= Use and create templates. mail merge

®  Use mail merge. main document

m  Create and print envelopes and labels. merge field
® |nsert, view, edit, and print comments. template

®m  Track changes. Track Changes

m  Accept and reject changes and delete comments. workgroup collaboration
®  Combine different versions of a document.

®  Customize Word.

WD 207
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Word provides many tools and customization that you can use to increase your effi-
ciency when using the program. For example, you can create and use templates to
help you create consistent looking documents that contain the correct information.
You can merge a list of addresses with a form letter to create personalized form let-
ters. You can also ask other people to review your documents and make changes and
suggestions using features that display the changes as colored text and the sugges-
tions in balloons. Finally, you can customize many options in Word to take advan-
tage of the way you work.

Using Templates

Suppose you are a sales representative, and you must file a report each week that sum-
marizes your sales and the new contacts you have made. Parts of this report will be the
same each week, such as the format and the headings. Re-creating the document each
week would be time consuming. You can solve this problem by creating a template in
Word or using an existing Word template for documents that you create frequently.

D VOCABULARY A template is a file that contains the basic elements of a document, such as page

template and paragraph formatting, fonts, and text. You can customize the template to create a
new document that is similar to but slightly different from the original. For example, a
report template for a sales representative would save all formatting, font choices, and
text that does not change, allowing you to fill in only the new information each week.

Using an Installed Template

Word contains many templates you can use to create documents. Some templates are
installed on your computer, and others are available on the Microsoft Office Online
Web site. To use an installed Word template, click the File tab, and then in the navi-
gation bar, click New. In the Available Templates list, click Sample Templates. The
middle pane in the dialog box changes to show all the templates installed on your
computer. You can scroll down to see the various templates installed. See Figure 8-1.

Home  Insert Pagelayout  References Mallings  Revl Developer

i sae
Available Templates Adjacency Letter
B sevens i B
Sample templates & Dpen . @ Hare »_ sample templates
Clase Iy o~ = sl
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| @ Docurment
Adjarency Resume Apothecany Lettor——Apothecary Merge Letter D Template
Preview shows the : 1)
—iiS—] 8 Create
selected template | = [ =]
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Apcthecary Mewsletter Apathecary Resume Black Tie Letter .
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FIGURE 8-1 Sample templates on the New tab in Backstage view
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To create a new document based on one of the templates, click it, and then in the

right pane, click the Create button. Word opens a new blank document with the set-
tings and text specified by the template already in place. As with any new document,
the file name in the title bar is Document followed by a number. Replace the data in
the template with your own data and save it.

. WD209 ____
@

To create a document based on
a template from Office.com,
click one of the categories under
Office.com Templates in the
center of the New tab, click a
category folder as needed, select
a template, and then click the
Download button.

Step-by-Step 8.1

1.

10.

Start Word. On the Ribbon, click the File tab, and then in the navigation
bar, click New. The New tab appears in Backstage view.

In the center under Available Templates, click Sample templates. The
installed templates appear. Scroll down and then click the Origin Fax
icon. The preview on the right shows the Origin Fax template.

In the right pane, make sure the Document option button is selected,
and then click the Create button. The Origin Fax template appears on
your screen as a new, unsaved document. Note that the title in the title
bar is Document followed by a number, like all new documents.

On the Quick Access Toolbar, click the Save button @ Navigate to the
drive and folder where you save your files. Replace the text in the File
name box with Bank Fax followed by your initials, and then click Save.
At the top of the document, on the right, click [Pick a datel. This is a
date content control. Click the arrow to the right of the content control.
Click Today.

Next to From, if placeholder text appears in the content control, click
[Type the sender namel, and then type your name. If a name already
appears in that location, select the name, and then type your name.
Next to Phone under From, click the placeholder text [Type the sender
phone number], and then type (914) 555-7534.

Next to Fax under From, replace the placeholder text [Type the sender
fax number] with (914) 555-6409, and replace the placeholder text
[Type the sender company name] with White Plains National Bank.

To the right of To, replace [Type the recipient name] with Wyatt Brown.
In the To section, replace [Type the recipient phone number] with
(914) 555-6430, replace [Type the recipient fax number] with (914)
555-6432, and then replace [Type the recipient company name] with
Graphic Designers.

—L WARNING

If the Template option button is
selected, the file that you open
will be a template file type, not
a document file type.
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11. Under Comments, click [Type comments] and then type:

| reviewed the first draft of the checking account pamphlet and added
my comments to the draft. Please revise the pamphlet by next Thursday.
Thank you.

12. Save your changes. Print and close the document, but do not exit Word.

Creating a Template

You can create a customized template by modifying an existing template or docu-
ment. To create a template, you need to save the document as a template. Click the
File tab, in the navigation bar, click Save As, click the Save as type arrow, and then
click Word Template (*.dotx). Type a file name in the File name box, and then click
Save. Your document will be saved as a template in the current folder.

Step-by-Step 8.2

1. Create a new, blank document.
2. Type the following:
White Plains National Bank
309 Third Street
White Plains, NY 10610
(914) 555-7534
www.whiteplainsnationalbank.com

3. Press Enter twice. Type <Replace with current date>. Press Enter again.
Change the theme to Grid. Change the style of the first five paragraphs
to No Spacing, and then center those paragraphs.

5. Change the paragraph spacing of the <Replace with current date> para-
graph so that it has 36 points of space before it and 10 points of space
after it.

6. Right-click the Web site address at the top of the document, and then
on the shortcut menu, click Remove Hyperlink.

7. Format the first line in the document as 14-point Copperplate Gothic Bold.
Change the font size of the rest of the lines in the header to 12 points.

8. Position the insertion point in front of the word White in the first line of
the header, and then search for clip art using the keyword bank. Insert a
clip of a piggy bank. If you can’t find that clip, use another appropriate
clip. If you do not have access to Office.com, try the search using the
keyword money instead, and use the clip with the dollar sign. Close the
Clip Art task pane when you are finished.
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9. Proportionately resize the image so that at least one side is one inch.

10. With the image still selected, on the Ribbon, click the Picture Tools
Format tab, if necessary. In the Arrange group, click the Position
button, and then click the first icon in the first row under With Text
Wrapping. The image changes to a floating graphic and moves to the
top-left corner of the document. Deselect the image. See Figure 8-2.
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11. Add your name in the paragraph below the date placeholder.

12. Click the File tab, and then in the navigation bar, click Save As. In the
Save As dialog box, click the Save as type arrow, and then click Word
Template (.dotx).

13. Select the text in the File name box, and then type Bank Template fol-
lowed by your initials. Click Save.

14. Close the file, but do not exit Word.

wmaraz e 7> Template document
|
|Els = = s = [ g
@ EXTRA FOR EXPERTS

To store your templates so that oth-
ers can easily locate them, in the
Save As dialog box, click Templates
in the navigation pane, and then
save the template in that folder.

To access these templates, in the
New tab in Backstage view, click
My templates, and then select the
template in the New dialog box
that opens.
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Creating a Document Using a Custom Template

You can use the template you created as many times as needed. To create a new doc-
ument based on your template, open the New tab in Backstage view. Under Available
Templates, click New from existing. The New from Existing Document dialog box
opens, as shown in Figure 8-3.
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r 9 5 Cenrch Wi - |
uu | \J <« Data » Word » Word Lesson 08 - | +3 | | Search Word Lesson 08 ¥
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= MName Date modified Type
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Yo IR @ Bank Customers.docx 4/9/2010 7:13 PM Microsoft
B Desktop - T = :
LE Bank Template.dotx 4/9/2010 12:21 PM Microsoft

4 Downloads

1 . 1 Checking.docx 4,/20,2010 2:56 PM Microsoft
7= Recent Places T e . -
= @j Subscription.docx 4/10/20109:15 AM  Microsoft
s ] Telephone 2.docx 4/10,/20109:38 AM  Microsoft
4 4 Libraries
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FIGURE 8-3 New from Existing Document dialog box

The files shown in the dialog box are both template and document files. Click
@ EXTRA FOR EXPERTS the template or document you want to use, and then click Create New. A new doc-
ument opens with all the text and formatting from the template or document you
selected. As with the new document you created from the installed template, the file
name in the title bar is Document followed by a number. After you make changes to
this document, you can save the document as you normally would.

If you double-click a Word docu-
ment in an Explorer window, the
document opens in a Word window
with the document name in the
title bar. If you double-click a
template in an Explorer window,

it opens as a new document in a
Word window. Changes you make
to the new document will not be
saved in the template file.
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Step-by-Step 8.3

1. Click the File tab, and then in the navigation bar, click New. The New

tab appears in Backstage view. Under Available Templates, click New
from existing. The New from Existing Document dialog box opens.
Notice that the command button on the left in the lower-right corner of
the dialog box is Open.

2. Locate the folder in which you saved the Bank Template file. Click Bank
Template.dotx. The Open button changes to Create New. Click Create
New. The template opens as a new document.

3. Save the document as Bank Letter followed by your initials.

Position the insertion point at the beginning of the line containing your
name, and then press Enter to insert a blank paragraph between the
<Replace with current date> line and your name.

5. Open the Checking.docx file from the drive and folder where your Data
Files are stored. Select all the text in the document, and then copy it to
the Clipboard. Close the Checking.docx document.

6. Select your name in the Bank Letter document. In the Clipboard group
on the Home tab, click the Paste button.

7. On the right end of the status bar, click the number to the left of the
Zoom slider to open the Zoom dialog box. In the Percent box, select the
value, and then type 77. Click OK. Scroll down so that you can see the
entire letter on the screen. Your screen should match Figure 8-4.
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8. On the Ribbon, click the View tab, and then in the Zoom group, click
the Page Width button.

9. Save your changes, and leave the document open for the next Step-by-Step.

Using Mail Merge

D VOCABULARY Mail merge combines a document with information that personalizes the document.
For example, you might send a letter to each member of a professional organization.
In each letter, the text is the same but the names of the recipients are different. For
example, a letter may begin Dear Mr. Montgomery or Dear Ms. Jansen. The docu-
data source ment with the information that does not change is called the main document. The
data source is the file containing the information that varies in each document.

To perform a mail merge, you use the commands on the Mailings tab on the
Ribbon. You start by clicking the Start Mail Merge button in the Start Mail Merge
group, and then clicking the type of mail merge you want to do. The most common
type is a letter. The second step is to choose the data source by clicking the Select
Recipients button in the Start Mail Merge group. Next, you need to insert merge
fields. Merge fields are placeholders that are replaced with data from the data source
when you perform the merge. See Figure 8-5.
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FIGURE 8-5 Merge fields inserted using the Mailings tab on the Ribbon

After you have inserted all the merge fields, you can click the Preview Results
button in the Preview Results group. You can then click the Next Record and
Previous Record buttons to scroll through the results preview. To finish the merge,
click the Finish & Merge button in the Finish group. On the menu, you can click
Print Documents to print the merged documents or click Edit Individual Documents
to create a new document consisting of all the merged documents.
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Step-by-Step 8.4

1.

Open the Bank Customers.docx file from the drive and folder where your
Data Files are stored. This file contains a table with a list of names and
addresses. This is the data source for the merge. Notice that each person’s
title, first name, and last name are in separate columns. Close this file.
On the Ribbon, click the Mailings tab. In the Start Mail Merge group,
click the Start Mail Merge button. Click Letters. The current document
is identified as a letter you will merge with a data source. Notice that
none of the buttons in the Write & Insert Fields, Preview Results, or
Finish groups are available.

In the Start Mail Merge group, click the Select Recipients button. Click
Use Existing List. The Select Data Source dialog box opens. This dialog
box is similar to the Open dialog box.

Navigate to the drive and folder where you store your Data Files. Click
Bank Customers.docx, and then click Open. Now the rest of the buttons
on the Mailings tab are available.

Position the insertion point in the blank paragraph below the date
placeholder text. First, you need to insert the Address Block merge
field, which will be replaced with the inside address in the letter. In the
Write & Insert Fields group, click the Address Block button. The Insert
Address Block dialog box opens.

If necessary, in the list on the left, scroll down and then click the
Mr. Joshua Randall Jr. name format, as shown in Figure 8-6.

-

Insert Address Block M

Spedfy address elements Preview

[¥] tnsert recipient's name in this format: Here is a preview from your recipient list:

United States Match Fields to identify the correct address elements from your
3 mailing list.
V|F t add ding to the destinati tr i
ormat address according e destination country/region Match Fields...
OK | | Cancel I

Insert company name

Insert postal address:

Joshua - 1 P M
Joshua Randall Jr. o
Joshua Q. Randall Ir. |

Mr. Josh Randall Jr.

Mr. Josh Q. Randall Jr.
Mr. Joshua Randall Ir. g

Ms, Bianca Vega
5454 Crescent Drive
White Plains, NY 10601

Mever indude the countryfregion in the address

Always indude the country/region in the address
2 Correct Problems
(@) Only indude the country/region if different than:
Ifitems in your address block are missing or out of order, use

@ EXTRA FOR EXPERTS

To create a new list of recipients,
click the Select Recipients button,
and then click Type New List to
open the New Address List dialog
box. Type your data, and then click
OK. In the Save Address List dialog
box, type a file name, and then click
Save. The Save as type is Microsoft
Office Address Lists (*.mdb).

FIGURE 8-6
Insert Address Block dialog box
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If the data source contains columns
that Word might not recognize as
part of the inside address, click
Match Fields in the Insert Address
Block dialog box to open the Match
Fields dialog box. Click the arrow in
the box next to any column in the
data source not listed on the right,
and then click OK.

FIGURE 8-7
Insert Greeting Line dialog box

—‘— WARNING

To use a title such as Mr. or Ms.
in the Address Block or Greeting
Line, titles must be included in

the data source.
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7.
8.

Click OK. The Address Block merge field is inserted in the document.
Press Enter. In the Write & Insert Fields group, click the Greeting Line
button. The Insert Greeting Line dialog box opens.

If necessary, click the arrow next to the middle box in the row under
Greeting line format, and then click Mr. Randall in the list. Click the
arrow next to the comma (next to the rightmost box), and then click : (the

colon). See Figure 8-7.

Insert Greeting Line

Greeting line format:
Dear |Z| Mr. Randall E| | E!
Greeting line for invalid recipient names:
Dear Sir or Madam, |Z|
Preview
Here is a preview from your redpient list:

1 > M

i
Dear Ms. Vega: ‘

Correct Problems

Ifitems in your greeting line are missing or out of order, use Match Figlds to
identify the correct address elements from your mailing list.

Click to select the punctuation
after the greeting line

Click to select the form of
salutation in greeting line

J[ Cancel l

[ ok

10.
11.

12.

13.

Click OK. The Greeting Line merge field is inserted in the document.

On the Mailings tab, in the Preview Results group, click the Preview
Results button. The merge fields in the document are replaced with
data in the first row in your data source (Bianca Vega's information).
Notice that each line in the inside address has extra space after it. This
is not normal formatting for the inside address.

In the Preview Results group, click the Preview Results button. The
preview turns off and you see the merge fields again.

Click anywhere in the line containing the Address Block merge field,
and then change the style to No Spacing. The blank line below the
Address Block merge field disappears. Position the insertion point at
the end of the Address Block line, and then press Enter. This inserts
a single blank line (a paragraph formatted with the No Spacing style)
between the last line of the inside address and the salutation.
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14. On the Ribbon, click the Mailings tab, and then, in the Preview Results

group, click the Preview Results button. Bianca Vega’s information @ S U
appears in the letter properly formatted. In the Preview Results group, You can insert customized infor-
to the right of the number 1, click the Next Record button |* . The data TEE [ e (Bl el une (St
o ) ) ) Add the data to the data source,
from the recipient in the second row in the table in the data source and then use the Insert Merge
(George Corrigan) appears in the document. Field button on the Mailings tab to

insert the custom data.
15. Replace the date placeholder text with the current date in the form

June 27, 2013.

16. On the Ribbon, click the Mailings tab. In the Finish group, click the
Finish & Merge button, and then click Print Documents. The Merge to
Printer dialog box opens, in which you can specify the records you want
to print. Click the Current record option button. This tells Word to print
only the current letter (the letter addressed to George Corrigan) rather
than all three letters. Click OK. The Print dialog box opens.

17. Click OK. The Print dialog box closes and the current letter prints.

18. In the Preview Results group, click the Preview Results button to dis-
play the merge fields again. In the Finish group, click the Finish &
Merge button, and then click Edit Individual Documents. The Merge to
New Document dialog box opens. Click the All option button, if neces-
sary, and then click OK. A new document opens with the temporary
name ‘“Letters” followed by a number. This document contains one let-
ter for each of the recipients listed in the data source.

19. Save the document as Bank New Customer Letters followed by your ini-
tials. Close the document. Close the Bank Letter document, and when
the dialog box opens asking if you want to save changes, click Don’t
Save. Do not exit Word.

Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



BN VI 'NTRODUCTORY  Microsoft Word Unit

Creating and Printing Envelopes

Addressing envelopes is easy using Word. Click the Mailings tab on the Ribbon. In
the Create group, click the Envelopes button to open the Envelopes and Labels dia-
log box with the Envelopes tab on top, as shown in Figure 8-8.

r ™y
Envelopes and Labels m
Envelopes ,H‘
Type address of Delivery address: -
recipient here
P ‘Ms. Bianca Vega =

5454 Crescent Drive |
White Plains, NY 10601

Type return [ add electronic postage
address here Return address: W ~ [ omit
[Marc Jacabsen ~| Preview Feed

White Plains National Bank [

309 Third Street
White Plains, NY 10610 m
r

Click to print =
the envelope Verify that an envelope is loaded before printing.

C|ICk to add thIS | ll Print I [ChgngeDocument I [ Options... ] IE-post_BgeProperﬁes... I

envelope information to [f ﬂ

the current document {1

FIGURE 8-8 Envelopes tab in the Envelopes and Labels dialog box

If you select an address (such as the inside address in a letter) before you open
- TIP the dialog box, the address appears in the Delivery address box in the dialog box,
although you can replace the text in the address box with any address you like. If
there is any text in the Return address box, select it, and then type your own name
and address. To print the envelope, insert an envelope in your printer, and then click
Print. To see the envelope layout before you print, click Add to Document. The enve-
lope appears at the top of the current document, as shown in Figure 8-9. Then you
can print the envelope as you would any document.

Printers generally allow you to feed
envelopes from the top tray or an
outside tray. Check your printer
manual for the correct way to
place an envelope in your printer
so the address prints on the proper
side in the proper direction.
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FIGURE 8-9 Completed envelope

Step-by-Step 8.5

@ e

1. Create a new, blank Word document.

2. On the Ribbon, click the Mailings tab. In the Create group, click the
Envelopes button. The Envelopes and Labels dialog box opens with the
Envelopes tab on top.

3. In the Delivery address box, type the following:

Ms. Bianca Vega
5454 Crescent Drive
White Plains, NY 10601

4. Click in the Return address box, type your name, and then type the fol-
lowing address:

White Plains National Bank
309 Third Street
White Plains, NY 10610
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You can also perform a mail
merge with a data source to print
envelopes and labels. In the Start
Mail Merge group on the Mailings
tab, click the Start Mail Merge
button, and then click Envelopes
or Labels.

@ EXTRA FOR EXPERTS

To change the envelope size
from the standard business-sized
envelope, click Options on the
Envelopes tab in the Envelopes
and Labels dialog box.
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5. Click Add to Document. A dialog box opens asking if you want to save
the return address as the default return address. Click No. The dialog
box closes and the setup of the document is changed to an envelope
with the addresses you typed in the correct locations.

6. If you have an envelope, insert it into the printer; otherwise you can
print on plain paper. Print the document.

7. Save the document as Envelope followed by your initials.

Close the document, but do not exit Word.

Creating and Printing Labels

Creating labels is similar to creating envelopes. On the Mailings tab, click the Labels
button in the Create group. The Envelopes and Labels dialog box opens with the
Labels tab on top, as shown in Figure 8-10.

' N
Envelopes and Labels @lﬁ
Envelopes | Labels
Type address of
Address: G ~ [O]Use return address

recipient here

|M5. Bianca Vega =
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print one label or a -
sheet of labels with

the same address Print Label i
(@ Full page of the same label Avery US Letter, 15160 Address La...
@ Single label Address Labels
Row: |1 = Column: |1 :
|
Click to print "
the labels

Before printing, insert labels in your printer's manual feeder,

I Print I | Mew Document I I Options... I IE-posi_Bge Properties... I
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Click to create a new

document with labels —
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FIGURE 8-10 Labels tab in the Envelopes and Labels dialog box

Type the address you want to appear on the labels. The default is to print a full
page of the same label. If you want to print just one label, in the Print section, click
the Single label option button.

The dimensions of the label are listed in the Label section. To print the labels,
insert a sheet of labels in your printer, and then click Print. To see the layout of
the labels before you print, click New Document. A new document opens with the
labels, as shown in Figure 8-11. Then you can format and print the document as you
would any document.
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FIGURE 8-11 Completed Labels document

To choose a label type other than the one listed, click Options on the Label tab in
the Envelopes and Labels dialog box. The Label Options dialog box opens. You can
buy labels at an office supply store. Click the Label vendors arrow, and then click the
manufacturer of the labels you purchased. Scroll down the Product number list, and
then click the product number of the labels you bought (it will be on the box of labels).

Step-by-Step 8.6

Create a new, blank Word document.

2. On the Ribbon, click the Mailings tab. In the Create group, click the
Labels button. The Envelopes and Labels dialog box opens with the
Labels tab on top.

3. In the Address box, type your name and the following address. Notice
that the address is inserted with either the No Spacing or the Normal
style applied.

5454 Crescent Drive
White Plains, NY 10601

4. In the Print section, make sure the Full page of the same label option

button is selected.
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5. Click Options to open the Label Options dialog box, and then click the
Label vendors arrow. A list of label manufacturers opens. Each manu-
facturer sells labels of different sizes. If you have labels that you bought
at an office supply store, you could click the name of the manufacturer
of your labels, and then, in the Product number list, scroll down if nec-
essary and click the product number of your labels. For now, you’ll print
on ordinary paper.

6. Click Avery US Letter in the Label vendors list, scroll down the Product
number list until you see 15160, and then click 15160 Address
Labels. The Label information on the right indicates that the docu-
ment will be set up for mailing labels one inch high and 2.63 inches
wide on 8.5" x 11" paper.

7. Click OK. The Label Options dialog closes. Click New Document. The
Envelopes and Labels dialog box closes and a document opens with the
name and address you typed inserted into cells in a table. Dotted lines
indicate the borders of the table.

8. Save the document as Labels followed by your initials. Print the
document.

9. Close the document, but do not exit Word.

Collaborating with a Workgroup Using
Comments and Tracked Changes

The process of working together in teams, sharing comments, and exchanging ideas
D VOCABULARY for a common purpose is called workgroup collaboration. When you work in groups,
workgroup collaboration the tasks are often divided among the team members. The team meets to review each
other’s work, comment on it, and suggest changes.

Word provides several ways team members can collaborate. Team members can
circulate a document and add comments to the document. Each member can also
make changes to the document and have those changes tracked so that it is easy for
the owner of the document to see suggested insertions, deletions, and moved text.

Changing the User Name

When you make certain changes to a document, Word identifies the changes with the
user name. To change the user name that appears for these changes, you need to open
the Word Options dialog box. Click the File tab, and then in the navigation bar, click
Options. The Word Options dialog box opens with General selected in the list on the
left, as shown in Figure 8-12.
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FIGURE 8-12 Word Options dialog box with General selected

Under Personalize your copy of Microsoft Office, the User name and Initials
boxes appear. You can change the name and initials in these boxes. When you are
finished, click OK to close the dialog box and save your changes.

Using Comments

One way you can collaborate with others is to send a document out for review. Each
person who reviews the document can insert comments in the document. To insert a
comment, either position the pointer or select the text about which you wish to com-
ment. On the Ribbon, click the Review tab, and then in the Comments group, click
the New Comment button. A comment balloon appears to the right of the text. The
comment balloon is connected to the text by a line. The initials from the General
section of the Word Options dialog box and the comment number appear in the com-
ment balloon. If you position the pointer on top of the comment balloon or the high-
lighted text in the document, the name of the person who made the comment as
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well as the date and time the comment was made appear in a ScreenTip, as shown
in Figure 8-13. If you send the same version of the document to another person for
review and that person inserts comments, their comments appear in a different color.
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FIGURE 8-13 Comments in a document

After you have inserted your comments in a document, you can go back and
@ EXTRA FOR EXPERTS make changes to them. To move from comment to comment, click the Next or
Previous button in the Comments group on the Review tab. To edit a comment, click
inside the comment balloon, and then make your changes.

If a comment is very long, or if
there are many comments on a
page, only the first part of the com-
ment appears in the comment bal-
loon, and a button with three small
dots appears in the lower-right
corner of the comment balloon. To
see the entire comment, click the
button to open the Reviewing pane
to the left of or below the docu-
ment window. You can also click
the Reviewing Pane button in the
Tracking group on the Review tab.
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Step-by-Step 8.7

1.

Open the Bank Letter.docx file that you created earlier in this lesson.
Save it as Letter with Comments followed by your initials. Change the
zoom to Page Width.

Click the File tab, and then in the navigation bar, click Options. The
Word Options dialog box opens with General selected in the list on the
left. Write down the name and initials that appear in the User name and
[nitials boxes.

Select all the text in the User name box, and then type Carl Navien.
Select the text in the Initials box, and then type CN. Click OK. The dia-
log box closes.

Position the insertion point at the beginning of the first paragraph in the
body of the letter. On the Ribbon, click the Review tab. In the Comments
group, click the New Comment button. The first word in the paragraph
is highlighted in color and a comment balloon appears off to the right.
The initials CN appear in the balloon, and the insertion point is blinking
in the balloon.

Type Make sure you send this to the list of potential customers.

In the second sentence of the first paragraph in the body of the letter,
select the phrase variety of checking accounts. In the Comments group,
click the New Comment button. The phrase you selected is highlighted
with your comment color, and another comment balloon appears.

In the comment balloon, type Add Super Preferred Checking to the list.

Click in the first comment balloon. Position the insertion point immedi-
ately in front of the word /ist. Type new, and then press the spacebar.
Click the File tab, and then in the navigation bar, click Options. Change
the name in the User name box to Stefanie E. Riposa. Change the ini-
tials in the Initials box to SER. Click OK.
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10. In the second item in the bulleted list (the Basic Interest item), select
the word four. On the Review tab, in the Comments group, click the
New Comment button. A new comment is inserted with Stefanie’s ini-
tials and in a color different from the color used for Carl’s comments.
Type This is now three transactions per month. See Figure 8-14.

FIGURE 8-14
Document with
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11. Position the pointer over the first comment. A ScreenTip appears iden-
tifying Carl Navien as the person who inserted the comment. The date
and time the comment was inserted also appear in the ScreenTip.

12. Position the pointer over the last comment in the document. The
ScreenTip identifies Stefanie E. Riposa as the author of this comment.

13. Save the document. Leave it open for the next Step-by-Step.

Tracking Changes

D VOCABULARY Word provides a tool called Track Changes that keeps a record of any changes you
or a reviewer makes in a document. If you turn this feature on, any changes made
are marked in the document. Text that you insert is underlined and colored with the
same color as your comments. Text you delete is put into a Deleted balloon similar
to a comment balloon.

Track Changes
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If you move text and it is at least a sentence long, the text you cut is marked with

a Moved balloon. The pasted text is also marked with a Moved balloon and appears
in green with a green double underline. Both Moved balloons have a Go button in
them. You can click the Go button to jump back and forth between the cut and paste
locations. The two Moved balloons associated with the first moved selection both
have the number 1 in them. If you move a second selection, the two Moved balloons
for the second move will have the number 2 in them.

You can position the pointer on top of inserted, deleted, or moved text, and as

with comments, a ScreenTip identifies the person who made the change and the date
and time the change was made.

To turn on the Track Changes feature, click the Review tab on the Ribbon, and

then, in the Tracking group, click the Track Changes button.

Step-by-Step 8.8

1.

On the Review tab, in the Tracking group, click the Track Changes but-
ton to turn on the Track Changes feature.

In the first item in the bulleted list (the AllFree item), delete the phrase
free online banking,. Make sure you delete the comma and the space
after the comma. A Deleted balloon appears to the right of the docu-
ment, showing the deleted text. As with the comment balloons, a line
connects the balloon to the location of the deleted text in the docu-
ment. The line and the outline of the balloon are the same color as
Stefanie Riposa’s comment. (Note: If the deleted text appears with a
line through it instead of in a Deleted balloon, in the Tracking group,
click the Show Markup button, point to Balloons, and then click Show
Revisions in Balloons.)

In the last paragraph at the bottom of the letter, select New Account,
and then type Customer Service. Note that the new text is underlined
and shown in the color of Stefanie’s comment.

WD 227

@ EXTRA FOR EXPERTS

To show the document with all the
changes, in the Tracking group,
click the Final Showing Markup
arrow, and then click Final. The
insertions appear as normal text,
and the Moved and Deleted bal-
loons are removed.
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—LWARNING 4. In the last paragraph, select the first sentence. (It starts with Open
a new account.) Use drag-and-drop or the Cut and Paste commands
't the Moved balloons do not to move the selected sentence to the end of the first paragraph. The

appear, click the Review tab,
click the arrow on the Track
Changes button in the Tracking loon with a Go button appears next to the moved text and next to the
group, click Change Tracking paragraph where the text was located before you moved it. The two
Options, click the Use Balloons
(Print and Web Layout) arrow
in the Balloons section, click
Always, and then click OK.

moved text appears in green with a double underline, and a Moved bal-

Moved balloons both have the number 1 in them. See Figure 8-15.
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