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Welcome to your Word Intermediate training course

This Microsoft Word training course is designed for those users who wish to
improve their current knowledge of Word and take advantage of the more
complex features.

You will be able to divide a document into sections and columns, to format
tables and populate them with data directly from Excel spreadsheets.

You will also learn how to add recurrent data to documents in a series such
as page numbers and headers.

Finally, you will be shown how to prepare labels and envelopes, add your

company logo to a letter and set up a template for future mail.
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Unit 1 Working with sections and columns

In this unit you will learn to:

Use various types of breaks (column, continuous, next page section) to create sections

in a document.
Format text into multiple columns.

Enter and sort text in columns.

Sections

Create different sections in a document using various types of breaks.

Place your cursor where you wish to insert the section break

Go to the Page Layout ribbon/Page Setup group and click the Breaks button.
Select the type of break you wish to insert.

(1) HOME  INSERT DESIGN PAGE LAYOUT (2] ¥ Breaks - Indent Spacing
@ D?P IE . "= Breaks ~ Indent Page Breaks E
D Page

£ Line Numbers~ 3= Lef
Margins Orientation Size Columns L1 Line Numbers - Mark the point at which one page ends
- - - - be Hyphenation= =& Rig and the next page begins.

-

Iz fi L

Column |
Indicate that the text following the column |
break will begin in the next column,

Page Setup T

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text,

Section Breaks

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

-

B B Wy Wi

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

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

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

Section break type | New section will begin

Next page On the following page
Continuous On the same page

Odd page On the next odd numbered page

www.MicrosoftTraining.net 0207 987 3777 @@@ 1



Columns

Even page

On the next even numbered page

Format text into multiple columns

Select the text to be formatted in columns.

Go to Page Layout/Page Setup group and

click the Columns

button.

Use the More Columns... option to create more than three columns, change column

width or spacing.

’H Breaks -

%D Line Numbers
Columns N
- bt Hyphenation -

i One
Two
Three
Left
Right

== More Columns...

Enter text in columns

== More Columns...

1. Click within one of the columns where you wish to enter text and begin typing.

2. Text will ‘overflow’ into the following column

2 900

On the Insert tab, the galleries include items
thatare designed to coordinate with the overall
look of your document. You can use these
galleries to insert tables, headers, footers, lists,
cover pages, and other document building
blocks. When you create pictures, charts, or
diagrams, they also coordinate with your
current document look. You can easily change
the formatting of selected text in the docum
text by choosing a look for the selectegftext
from the Quick Styles gallery on the Hogfie tab.
You can also format text directly by
other controls on the Home tab. Mo
offerachoice of using the look from
theme or using a format that
directly. [I start typing here and texf adjusts to
overflow into the next column. To change the

0207 987 3777

overall look of your document, choose new
Tsme elements on the Page Layout tab. To
cHange the looks available in the Quick Style
llery, use the Change Current Quick Style Set
ommand.

oth the Themes gallery and the Quick Styles
gallery provide reset commands so that you can
always restore the look of your document to the
original contained in your current template. On
the Insert tab, the galleries include items that
are designed to coordinate with the overall look
of your document. You can use these galleries
to insert tables, headers, footers, lists, cover
pages, and other document building blocks.
When you create pictures, charts, or diagrams,
they also coordinate with your current
document look.

www.MicrosoftTraining.net



Inserting a column break

Click at the start of the sentence you wish to appear at the top of the next column.
Go to Page Layout/Page Setup group and click the Breaks button.

Select Column from the list of options.

On- the- Insert- tab,- the- galleries- include-items-
thatare-designed4o-coordinate-with-the-overall-
look- of- your- document.- You- can- use- these-
galleries-to-insert-tables,-headers,footers, lists,-
cover- pages,- and- other- document- building-
blocks.- When- you- create- pictures,- charts,- or-
diagrams,- they- also- coordinate- with- your-
current-document-look.-You-can-easily-change-
theformattingofselectedtext-inthe-document-
text- by- choosing- a- look- for-the-selected-text-
from-the-Quick-Styles-gallery-on-the-Hometab.q
You-can-also-format-text-directly- by-using-the-
other-controls-on-the-Home-tab.-Most-controls-
offera<hoice-ofusing-thedook-from-the-current-
theme- or- using- a- format- that- you- specify-
directhy.-.............ooooo Column Break, oo

I-start-typing-her
intothenextcolu
ofyourdocumen
on-the- Page- Lay
available- in- the
Change-Current-
Both-the-Theme
galleryprovide+e
always+estoreth
original-containe
the-Insert-tab,-t
aredesignedtoc
of-your-docume
to- insert- tables,
pages,- and- oth
When-you-creat
thev- alsn- con

Sorting columns

Select the column text to be sorted.

Go to Home/Paragraph group and click the Sort zl button.
Select Paragraphs and Text, and sort option (Ascending or Descending).
Click OK.

0207 987 3777

o006

www.MicrosoftTraining.net



0 B-On-the Insert-tab,-the-galleries-include items-
thatare-designedio-coordinate-with-the-overall-
look- of- your- document.- You- can- use- these-
galleries-to-insert-tables,-headers, footers, lists,-
cover- pages,- and- other- document- building-
blocks.q
A. When- you- create- pictures,- charts, or-
diagrams,- they- also- coordinate- with- your-
current-document-look.- You- can-easily-change-
the formattingof selectedtext-in-the-document-
text- by- choosing- a- look- for-the-selected- text:
from-the-Quick-Styles-gallery-onthe-Home-tab.q
C-You-can-alsoformattext-directly-by-using-the-
other-controls-on-the-Home-tab.-Most-controls-
offerachoice-of using-thedook-from-the-current-
theme:- or- using- a- format- that- you- specify-
directly.- To- change- the- overall- look- of- your-

Unit 2 Formatting tables

Q A. When- you- create. pictures,- charts,- or

diagrams,- they- also- coordinate: with- your:
current-document-look.- You-can-easily-change-
theformattingof selected4ext-inthe-document:
text- by- choosing- a- look- for-the-selected- text:
from:the-Quick-Styles-gallery-on-the-Home tab.1]
B-On-the-Insert-tab,-the-galleries-include items-
thatare-designedto-coordinate-with-the-overall-
look- of- your- document.- You- can- use- these:
galleries-to-inserttables,-headers, footers, lists,:
cover- pages,- and- other- document- building-
blocks.q

C-You-can-alsoformat-text-directhy-by-using-the-
other-controls-on-the-Home-tab.-Most-controls:
offerachoice-ofusing-thedookfromthe-current-
theme- or- using- a- format- that- you- specify-
directly.- To- change- the- overall- look- of- your-

In this unit you will learn to:

Modify a table by aligning text, merging cells, changing text orientation, and resizing

rows and columns.

Highlight table cells by adding borders and shading.

Use the Table Styles command to format tables and set a default table format.

Creating a table

Go to Insert/Table group and click the Table button.

Either:

Select the number of columns and rows required from the grid, or

Use the Insert Table option, specify number of columns and rows and click OK.

—~ 5
] 8 3D
Table Pictures Onlir_1e Shapes Smr

- Pictures -

Insert Table i

I |
I
I
I
I
I |
I
I

M Insert Table...

4 QO@® 0207973777
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Modifying a table

Aligning text

Select the table text to be aligned.

Go to Table Tools Layout/Alignment group and select the alignment option you wish

to use.
O [Mame (2] TABLE TOOLS
DESIGN LAYOUT
April
- BEE A3 il
Lesley EEE E: el
1=
EE=E Direction Margins
Alignment
Name
April
Jeff
Lesley
Merging cells

Select the cells to be merged (joined) together.

Go to Table Tools Layout/Merge group and click Merge

The selected cells are now joined together into one cell.

o Flight details (2] TABLE TOOLS
DESIGN = LAYOUT

Arrival Departure

Merge Split  Split
Cells  Cells  Table

Merge

www.MicrosoftTraining.net 0207 987 3777 @@@
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Flight details

Arrival Departure

Shading

Select the cells you wish to apply shading to.

Go to Table Tools Design/Table Styles group and click Shading.

Borders

Select the cells you wish to apply border to; or remove borders from.

Go to Table Tools Design/Table Borders group and click Borders.

Shading Borders
TABLE TOOLS -
DESIGM LAYOUT : P+l
Y2 pt -
Border o Borders Border
<Hh - ” Styles + s PEN CoOlOF™ *  Painter
- t
—| Shading  Border P Borders Bottom Border

LZ Pen Color
- Styles + e FEN Color
Y Top Border

Theme Colors r

Left Border

Right Border

Mo Border
All Borders
Standard Colors Outeide Bord
utside Borders
HE EEEER -
Mo Color % Inside Borders

vt More Colors... Inside Horizontal Border
Inside Vertical Border

Diagonal Down Border

Diagonal Up Border
.= Horizontal Line
[ Draw Table
B View Gridlines
B

Borders and Shading...

6 @@@ 0207 987 3777 www.MicrosoftTraining.net



Using Table Styles

Applying a table style

Click inside the table.

Go to Table Tools Design/Table Styles group and click on a Table Style to apply the

design to your table. Use the dropdown arrow '™ to the bottom right of the visible

Table Styles to view further options.

WG PAGE LAYOUT

Setting a Table Style default

REFEREMCES

MAILIMNGS REVIEW

Table Styles

VIEW DESIGM

TABLE TOOLS
LAYOUT
o __ "
=== }
— Shading

Right-click on the Table Style you wish to set as the default.

Select the Set as Default option.

Select the default table option you wish to use (for this document only, or all

documents based in the Normal template).

E Apply (and Clear Formatting)
2 Apply and Maintain Formatting
Mew Table Style
Modify Table Style
Delete Table Style

Set as Default

Add Gallery to Quick Access Toolbar

www.MicrosoftTraining.net

Set as Default ©
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Microsoft Word ? X

Do you want to set the default table style to Grid Table 2 - Accent 3 for:
@ This document only?
O All documents based on the Normal.dotm template?

Cancel
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Unit 3 Working with imported data

In this unit you will learn to:

Import an Excel workbook into Word
Use formulas to perform calculations in a table

Move tables in a document

Import an Excel workbook into Word
Go to Insert/Text group and the click Object button.

Select the Create from File tab, and click Browse.

Select the Excel file you wish to import data from, click Insert then OK.

Data from the first sheet in the Excel file is imported into the Word document.

- . Object ? X
o [E Quick Parts - E’, Signature Line ~ 9 !

4 WordArt~ 3 Date & Time Create New | Create from File]
Text = '

A - File name:

- Drop Cap ~ Object - =
Box pCap~  [Clobj o
Text
[ Link to file

[ pisplay as icon
Result

n, Inserts the contents of the file into your
Eh document so that you can edit it later using
the application which created the source

file.

Notes:

When you double-click on the table, the spreadsheet data can be edited using MS

Excel features.

If you wish to create a link between the Excel spreadsheet and the imported data in

Word, check the ‘Link to file’ box before clicking OK in step 3 above.

8 @@@ 0207 987 3777 www.MicrosoftTraining.net



Using formulas in a table

Click in the cell where you wish to create a total (or other calculation).
Go to Table Tools Layout/Data group and click the Formula button.

Check the Formula box, select a number format if required and click OK.

o Qtr1 1933 9 ,“_E'_\l Repeat Header Rows 9 Formula ? X
E:E Convert to Text Formula:
e o fx Formula -l
14563 Number format:
17895 Data
22196 Paste function: Paste bookmark
20789 -
I_

Cancel

Notes:

SUM refers to the SUM function, which is used to add numbers together.
(ABOVE) or (LEFT) refers to the location of the cells containing the numbers to
be added, in relation to the cell where you are creating the formula.

The Paste Function dropdown box can be used to select a different function, e.g

AVERAGE to create an average instead of a total.

Moving a table

A table can be moved with the mouse (drag and drop) using the icon that appears in

the top left corner of the table, as shown below.
+-

Alternatively, click on the icon shown above to select the whole table then use Cut and

Paste to move the table.

www.MicrosoftTraining.net 0207 987 3777 @@@ 9



Unit 4 Using Styles and Building Blocks

In this unit you will learn to:

Use styles to format text in documents
Modify and delete styles
Use styles to create outlines

Use Quick Parts

Using Styles
Applying a style

Click into or select the paragraph you wish to apply the style to.

Go to Home/Styles group. Click the dropdown arrow ™ to view all the styles
available in the Styles gallery.

Click on the style you wish to use to apply the style to the selected paragraph.

(1] : : (2]
Flavering - Qils
’ AaBb! AaBbCcl AaBbCcl AaBbCcl AaBbC |
Headingl Heading3 @ TMNormal @ TMo Spac.. Heading2 |+
Styles ]
©
AaBbt
Heading 1

Flavoring - Oils

10 @@@ 0207 987 3777 www.MicrosoftTraining.net



Modifying a style

Click the Options button ™ in the bottom right corner of Home/Styles group .

The Styles palette appears on screen.

Hover your mouse over the style you wish to modify (i.e. change the appearance of).
Click the dropdown arrow to the right of the style you are modifying.

Select Modify.

Make the desired changes to the style.

Click OK, then OK again.

AaBb! AaBbCcl AaBbCcl AaBbCcl AaBbC
Headingl Heading3 | TNeormal | TMe 5pac.. Heading 2

AaBbCc AaBbC AaBbCcD aaBbCcDi AaBbCcD

Heading 4 Title Subtitle  Subtle Em.. Emphasis
AoBbCcD:i  AaBbCeDt AaBbCcl AaBbCcl AsBBCCDLC
Intenze E... Strong Quote Intenze Q... Subtle Ref...

fapeCcDL AaBbCei AaBbCcl AaBbC

Intenze R... Book Title T List Para.. TTOC He...
A4 Create a Style

A¢  Clear Formatting

A, Apply Styles...

www.MicrosoftTraining.net 0207 987 3777 @@@ 11



Medify Style ? X

Properties

Name: Normal

Style type: Paragraph

Style based on {no style)

Style for following paragraph: 7 Normal v
Formatting

Arial v|{11|v|| B I U Automatic v

I
1[I
il
[l
It fh

= = = | *
= = = | @

V= | = 5=
b & 3=

The Styles pslette appesrs on screen.

Font: (Default) Arial, 11 pt, English (United States), Left
Line spacing: single, Space
After: 4 pt, Widow/Orphan control, Style: Show in the Styles gallery

Add to the Styles gallery
@ Only in this document O New documents based on this template

Format Cancel

Deleting a style

Click the Options button '™ in the bottom right corner of Home/Styles group .

The Styles palette appears on screen.
Hover your mouse over the style you wish to delete.

Click the dropdown arrow to the right of the style you are deleting and select Delete.

Creating an outline using styles

Go to View/Document Views and select Outline.

The document appears in Outline view, and the Outlining ribbon appears at the top of

the screen.

QO urw

| ‘l |:| | [ Outline
$=2 =] Draft

Read Print  Web

Maode Layout Layout

Views

9 FILE OUTLINING HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS

%- J rel: - I
¢ € |Body Text - 3 3 Show Level:

| Show Text Farmatting

A ¥ = ] ) Show Close
Show First Line Only Document Outline View
Outline Tools Master Document Close

12 @@@ 0207 987 3777 www.MicrosoftTraining.net



The group of buttons shown below allow you to change Heading styles currently

applied to selected paragraph.

Level 1 -

Text in the document can be collapsed or expanded to view either just paragraphs

formatted with Heading styles; or to view all text.
e -

The Close Outline View button closes Outline view and returns the document to the

view it was displayed in previously (usually Print Layout view).

Close
Qutline View

Close

Using Building Blocks
Creating a building block

Select the text or graphic that you want to save as a building block.
To store paragraph formatting (e.g. indentation, alignment) with the entry,
include the paragraph mark (1) in the selection.

Go to Insert/Text group and click the Quick Parts button.

Click Save Selection to Quick Part Gallery.

Fill out the information in the Create New Building Block dialog box, and click
OK.

©® www.microsofttraining.net ® £ QuickParis~ [¥ Signature Line -
UAOE BHS 4805 .
&)l AutoText 3

[mm] Field...

[ Building Blocks Organizer...

www.MicrosoftTraining.net 0207 987 3777 @@@ 13



Create New Building Block

Name: Go to Insert/Text
Gallery: Quick Parts

Category: General

Description:
Save in: Building Blocks.dotx(en-US}
Options: Insert content only

Cancel

Inserting a building block

2]

Go to Insert/Text group.

Click the Quick Parts button and select Building Blocks Organizer.

Select the Building Block you wish to use and click Insert.

INSERT

=] Quick Paris~ E"SignatureLine -

&l AutoText

=} Building Blocks Organizer...

|__'E Save Selection to Quick Part Gallery...

Notes:

14

(3]

Building Blocks Organizer ? X
Building blocks: Click a building block to see its preview

Name Gallery Category Template 2 A

Hewlett-Pa... AutoText General Normal.dotm

jb AutoText General Normal.dotm

jensbonde  AutoText General Normal.dotm

Bibliography Bibliograp...  Built-In Built-In Buil...

References  Bibliograp...  Built-In Built-In Buil...

Works Cited  Bibliograp...  Built-In Built-In Buil...

Exposure Cover Pages  Built-In Building Blo...

Filigree Cover Pages  Built-in Built-In Buil...

Slice (Dark) CoverPages  Built-in Built-In Buil...

Motion Cover Pages  Built-in Built-In Buil...

Austin Cover Pages  Built-in Built-In Buil...

Cubicles Cover Pages  Built-In Building Blo...

Semaphore  Cover Pages  Built-in Built-In Buil...

Slice (Light)  Cover Pages  Built-in Built-In Buil...

Annual Cover Pages  Built-In Building Blo...

Alphabet Cover Pages  Built-In Building Blo...

Retrospect CoverPages  Built-in Built-In Buil...

Sideline Cover Pages  Built-In Building Blo...

Facet Cover Pages  Built-in Built-In Buil...

Puzzle Cover Pages  Built-In Building Blo...

Motion Cover Pages  Built-In Building Blo... X

T Oy SR N nosaio.m. Y| Hewlett-Packard

< >

Edit Properties... Delete Insert

Any Building Block you have created and saved yourself should appear at the

top of the list when the Quick Parts button is clicked. To insert, click directly on

the item.

To use items from the AutoText gallery, type the first few letters and press the

F3 key to get Word to put in the rest of the entry. This will work provided the

first few letters you type in are different from the first few letters in other

AutoText entries.

o000

0207 987 3777
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Unit 5 Working with Headers and Footers

In this unit you will learn to:

Create first page headers and footers, different headers and footers for odd and even

pages, and section headers and footers.

Add page numbers to your document

Accessing the header/footer area

Go to Insert/Header & Footer group.

Click the Header button or Footer button, then select Edit Header or Edit Footer.

First page or odd and even page header/footer

I

Go to Page Layout/Page Setup group and click the Options button
Select the Page Layout tab in the Page Setup dialogue box.

Check the desired option from within the Headers and Footers area on the Page Layout
tab and click OK.

Page Setup ? X

Margins Paper

Section
Section start: New page hd
Suppress endnotes
Headers and footers

] Different odd and even
[] Different first page

Header: [1.25cm
From edge:

4r 4

Footer: 1.25cm
Page

Vertical alignment: Top V.

Preview

S TR
)
(=%
"
3
o
2
£

Apply to: Line Numbers... Borders...

Set As Default Cancel
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Section headers and footers

Create a header or footer for Section 1.

Go to Header & Footer tools Design tab/Navigation group and click Next Section.

This will take you directly to the Header or Footer at the start of the next section in the

document.
Before editing the header or footer, click the Link to Previous button in the Navigation
group.

Edit and click the Close Header and Footer button.

0 9 HEADER & FOOTER TOOLS
[Fhapter 1 DESIGN
Header -Section 1- | LI4 Previous
i Mext

Goto
Footer ',;"_' Link to Previous

Mavigation

© '.;"_' Link to Previous (4] a
Close Header
and Foater

hapter 2

Close

[ Header -Section 2- |

Page numbering
Go to Insert/Header & Footer group and click the Page D [E'f,} E

Page Date & Document Qu
Number=  Time Infor  Pa

Number button.

. "B Topof Page (]
Select Top of Page and choose from one of the preset options
[E] Bottom of Page k
to select where you would like the page number inserted. [ Page Margins v
[#] Current Position k

Eh Format Page Numbers...
I_;;( Bernove Page Numbers
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Unit 6 Working with Graphics

In this unit you will learn to:

Insert pictures into a document.

Create SmartArt diagrams.

Insert WordArt and symbols into a document.
Create watermarks.

Use drawing objects in a document

Create borders and add shading to text

Inserting pictures

Go to Insert/lllustrations group and click Picture.
Navigate to and select the picture to be inserted.

Click Insert.

* dEP ™M

Pictures Online Shapes Smart&rt Chart
Pictures -

INustrations

www.MicrosoftTraining.net 0207 987 3777
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Insert Picture X
0 ©

&« v P i > ThisPC > Windows (C:) v Search Windows (C:) Jol
Organise v New folder
g A
] Microsoft Word Hare ;
R Access VBA Examples F
¢@ OneDrive 3
inetpub F
[ This PC Intel F
[ Desktop PerfLogs F
2 Documents Program Files F
P Fil F
‘ —— rogram Files (x86)
) SWSetup /1072015 16:02 F
& M Users 09/08/201514:34  F
=] Pictures Windows 15/12/2015 18:41 F
B Videos Windows.old 23/10/2015 08:43 F
‘aa Windows (C:)
= RECOVERY (D:)
v < >
File name: || v | All Pictures (*.emf;*.wmf;* jpg;* v

Tools ~ Insert Iv Cancel

Inserting SmartArt

Go to Insert/lllustrations group and click SmartArt.
Select the SmartArt diagram you wish to use from the gallery and click OK.

Enter text either directly into a shape in the diagram, or into the text panel to the left.

(1] —
]
O e @ =l ||
Pictures Online Shapes SmartArt Chart Screenshot
Pictures -

Tllustrations
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9 Choose a SmartArt Graphic

Al List
85 List —r— O@@() 00
2% Process _13" O@ D[:]
;: Cycle -
- E \_—'_I —(Em
s5y, Hierarchy — e ~E=
LT = =]
E Relationship
@ Matrix t ;‘,_=.':_:,
A Pyramid {é}—_ E=le=]=] 8= &=
@ Picture lﬂLg (t] (t] .
@ Office.com g = = - 8- 0-
== BEE
E](E]IE]
FEE [glgls

Basic Block List

Use to show non-sequential or grot
blocks of information. Maximizes ba
horizontal and vertical display space
shapes.

9 Type your text here

* [Text]
* [Ted]
* [Ted]

Basic Process...

Notes:

[ ox ][

To add a shape to the diagram, use the text panel. Click at the end of the text

entered into the shape before/above the new shape you wish to create and

press Enter.

To delete a shape, use the text panel. Select the text inside the shape to be

deleted and press the Delete key.

Inserting WordArt

Go to Insert/Text group and click the WordArt button.

Select a WordArt style from the WordArt gallery.

Enter the text to appear in the WordArt style you have chosen.

www.MicrosoftTraining.net
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4 WordArt~ [ Date & Ti Q) Symbol -
0 A [ Quick Parts ~ E-',’ Signature Line - e = — —
et A Wordart~ R Date & Time A A fat -_}lu f\

Drop Cap Dﬂbject - B

Box ~ o A A /A\ A
AAA AT

Inserting symbols
Go to Insert/Symbol group and click the Symbol button.

Select a symbol from the items displayed immediately below the button, or select the

More Symbols option to view further symbol shapes.

Select a symbol, click Insert then Close to exit the Symbol dialogue box.

® I cqustion - 2] £} Symbol _
€2 Symbol - g e 0 1 =
fo¥
Symbols ; .

)  Mloee Fyrnlak
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© symbol ? X

Symbols  Special Characters

Font: |Symbol v
wfﬂ"&(—)(—T—>¢°i"2xoc60A
s lzl=|=]... |—J;\’3$Rgo®®®mu3;>
Z|c|cl|e e¢lZ|VI®|le™TI|IV] . |=|A|lv el
>lbloleleo™iZ| (I UTHLIME U] O,
Recently used symbols:

O € LI¥FI®MxE £ <>+ |xX|0o|p|a|pB|lrlQ
;::’::Eme: Character code: | 167 from: | Symbol (decimal) | v
AutoCorrect... Shortcut Key... | Shortcut key:

Creating a watermark

Go to the Design ribbon / Page Background group and click the Watermark button.
Select a preset watermark option or select Custom Watermark to create your own.

If creating your own watermark, select Custom Water / Text watermark, enter your text
and click OK.

O  pesio B &0

Watermark Page Page
- Color = Borders

Page Background
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9 Confidential

CONFIDENTIALT COMFIDENTIAL 2

DO MNOT COPY 2
L_i;' More Watermarks from Office.com
D Custom Watermark...

B( Remove Watermark

DO NOT COPY 1

9 Printed Watermark ? X
(O No watermark
O Picture watermark
Scale: Auto Washout
Ol
Language: |English (United Kingdom)
Text: ASAP
Font: Times New Roman
Size: Auto v
Color: v Semitransparent

layoutt (@ Diagonal () Horizontal

Apply

Creating shapes

Go to Insert/lllustrations group and click Shapes.

Select the shape you wish to create.

Move your mouse onto the page, click and drag diagonally to create the shape.
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Pictures Online Shapes SmartArt Chart Screenshot

Pictures = M l_z‘>:l rl:l I I E‘F ﬁ Stare

Mustrations

Shapes SmartArt Chart Screenshot ﬂM}‘AF

-

F

Recently Used Shapes

BENNOO0OAL L G
BRTANK SR

Creating borders
Go to Home/Paragraph group and click the dropdown arrow to the right of the Borders

button.

Select the Borders and Shading option at the end of the list.

Use the Border tab to apply a border to a paragraph; or the Page Border tab to apply

a border to a page.

S LS .NT. e=a= 8 q [(] Borders and Shading...
—_ 3— i- - T L
==== =- HAiE -

Paragraph T
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Text shading
Select the text to be shaded/highlighted.

Go to Home/Font group and click the dropdown arrow to the right of the Text
Highlight Color button.

Select a colour to apply to text.

HOME

Calibri (Body) - |11 -

A A Aa- P =iz -%

B I U-~aex, x A-F.pA. ===CE=

Font .

Zenith Garments Organisation Chart

President

General Manager

Mac Thomas

Vice President Vice President Vice President Vice President

Nancy Boyette Jacob Drew Michele Bronte Jackson Jones
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Unit 7 Templates

In this unit you will learn to:

Use a template to create a document

Create a template

Using an in-built template

Go to File and select New
Click Personal.

Select a template and click the Create button.

New

Search for online templates

Suggested searches:  Letters Resume Fax labels Cards Calendar

<O

Take a
tour
Account Blank document Welcome to Word
Options
Title =] Title
Heading

Blank

Single spaced (blank)

Title

Heading

www.microsofttraining.net Tel: 0208 682 4973
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New

Search for online templates
Suggested searches:  Business  Personal Industry  Print

Design Sets  Education  Event

FEATURED ~ PERSONAL

Jens Test

Creating a custom template

cheese

Click the Office Button button and select Save As, then Word Template.

Check the Save as type box and change to .dot if necessary, enter a filename and

Save.

Document2 - Waord

Account

Options

Save As
@ OneDrive E;l Computer
Recent Folders
Etl Computer My Documents
Desktop
o= AddaPlace
Browse

7 - 0O %
Signiin

9 File name: Mame doc here

Save as type: | Word Template

Save

s 900
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Notes:

A .dotx file is a Word 2007/2010 template. Users of Office 2003 or XP will not be
able to open this type of file properly unless a compatibility pack has been
downloaded from the Microsoft web site and installed on their computer. If the
template needs to be opened on computers using Office 2003 or XP use the .dot

file format when saving the template.

The default location for saving template file a local folder called Templates. If others
need to use the template, consider changing the Save in: location to a folder on a

network drive.

Modifying a custom template

Go to the File Tab and select Open.
Navigate to and select the template file, and click Open.

Make the desired changes to the template and click the Save button on the Quick

Access Toolbar.

Alternatively the current template file can be modified and then overwritten as

follows:

Create a new document from the template file (as outlined in ‘Creating a document

from a custom template’ above).

Make the desired changes in the new document, then go to the Office button,

select Save As then Word template.

Navigate to where the template is currently saved, and click on the template file to

select it.
Click Save and overwrite the current template file with the updated version.

E&OE

STL Training reserves the right to revise this publication and make changes from

time to time in its content without notice.
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Quick reference: Word shortcut keys

Command Keystroke
Bold Ctrl+B
Close Ctrl+F4
Copy Ctrl+C
Cut Ctrl+X
Exit Word Alt+F4
Font Ctrl+D
Font grow/shrink 1 pt. Ctrl+ Jor [
Help F1
Hyperlink Ctrl+K
Italics Ctrl+|
Justify—Center Ctrl+E
Justify—Full Ctrl+)
Justify—Left Ctrl+L
Justify—Right Ctrl+R
Line-spacing 1 Ctrl+1
Line-spacing 1.5 Ctrl+5
Line-spacing 2 Ctrl+2

List Bullet Ctrl+Shift+L
New document Ctrl+N
Open a document Ctrl+O
Paste Ctrl+V
Print Ctrl+P
Print Preview Ctrl+Alt+I
Repeat/Redo Ctrl+Y
Underline Ctrl+U
Underline—double Ctrl+Shift+D
Save Ctrl+S
Select All Ctrl+A
Spelling and Grammar check F7
Table—to column bottom Alt+PgDn
Table—to column top Alt+PgUp
Table—to row beginning Alt+Home
Table—to row end Alt+End
Undo Ctrl+Z
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