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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.

IJ Microsoft Office Training

Professional Development Series
Microsoft Technical Series

MicrosoftTraining.net/Feedback

- =I;




Contents

Welcome to your Word Intermediate training course..............ccuueeeueccunecnnes 2
Unit 1 Working with sections and columns...........ccociievveiiciceienncncicncneccsnnnes 1
SECHIONS .ottt bbbttt 1
COIUMINS e bbb e 2
Format text into MUILIPIE COIUMNS ......cuuiiirieeirceceee et ssesaessaes 2
ENTEI tEXE IN COIUMNS oottt sttt 2
INSErtiNg @ COIUMN DIEAK ...ttt bbb 3
SOMING COIUMNS ...ttt ss sttt bss s s bbbt st se s ss st s ssen s s 3
Unit 2 Formatting tables.............uiinniiinniinenicnnnicnnntinsnnsessnnsessnssssnnses 4
Creating @ TADIE ...t 4
MOAITYING @ 1ADIE ettt 5
ALIGNING TEXE. ettt s s s s s e e s e e es et et nen 5
IMIEIGING COIIS .ottt ettt 5
SNAAING ettt ettt 6
BOIARIS e e e e e et 6
USING TaDIE STYIES. ...ttt st es 8
APPIYING @ TADIE STYIE.....coeerii e s 8
Setting @ Table StYIE defaUlt. ...ttt ettt 8
SOMING TADIES ...ttt s ensesessnsenas 8
SOrtiNgG BY @ SINGIE COIUMN ...ttt sttt s b ss st s 8
SOrting DY MUILIPIE COIUMNS ...ttt ss s ss s 11
REPEAt HEAAET ROW ...ttt 13
Unit 3 Working with imported data..........ccccciivvriinnrinnncniincniicnnnrcnsnnsenenes 14
Import an Excel Workbook int0 WOId ... seses 14
Linking an Excel WOrkbOOK t0 WOT ...t ssesessnes 14
DiSPIAY @S 10Nttt s bbbkt 14
UsiNg fOrmulas in @ 1abIE ...ttt ee 16
MOVING @ TADIE.....eee ettt enas 16
Unit 4 Using Styles and Building Blocks..........c..coieueiinueiinnveiicsneicnsnnccnnns 17
USING STYIES .ot 17
APPIYING @ SEYIE ettt bbbt 17
MOAITYING @ SEYIE ettt s st nee 18
DEIEEING @ STYIE ettt 19
Creating an OULIING USING STYIES ...ttt nes 19
Creating a Table of CoONtENtS USING STYIES ...ttt seeen 20
USING BUIIAING BIOCKS ... 22
Creating @ bUIlAiNg BIOCK ...ttt 22
Inserting @ bUIlding DIOCK ... 22

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



Unit 5 Working with Headers and Footers............ccoeiievneiicncnricscenrccccnnccnanes 24

Accessing the header/fOOter @rea ... 24
First page or odd and even page header/fOOter ...t 24
SECtiON NEAAEIS ANA TOOTEIS.....o. e 25
PagE NUMDEIING ...ttt st 25
Unit 6 Working with Graphics..........cuioeiinncniinicnicnncnicnscnnicssnsccssnnsesssssesens 27
[NSEITING PICTUIES ..ottt sttt s et se s s s senns 27
INSEITING SMATTATT ..ottt s st sansennes 28
INSEITING WOTAATT ..ottt se s s sansenans 30
[NSEITING SYMDOIS......oieieie ettt nee 31
AsSigNIiNg @ ShOMCUL 10 @ SYMDOL ...ttt 31
Creating @ WaterMArK ... nss 33
CrEATING SNAPES. ...ttt en 34
CrEATING DOFAEIS ...ttt s nses 34
TEXE SNAAING ..ttt 36
UNit 7 TEMPIATES ...ccceeeeiieiiieriiennicnnnrinsnntessnnsscsssnsissssnsssssssssssssssssssssssssnns 37
USING @n iN-DUilt teMPIAte ...t 37
Creating @ CUSTOM tEMIPIAtE ...t 38
Modifying @ cUSTOM tEMPIALE .....c.ceuieie s 39
020 L R 39
Quick reference: Word shortcut keys.........cccoeiienvcricnneicnncnicnsnnicssnnsecsnnsenes 40

i 000 0207 987 3777

www.MicrosoftTraining.net



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 @ Bkt Indent Spacing
|-—B|?P IE % "= Breaks = Indent Page Breaks E
@ [ . Page

i0Line Mumbers = 3 Lef
Margins Orientation Size Columns 0] Line Numbers o Mark the peint at which one page ends
and the next page begins.

- - - - be Hyphenation= =€ Rig

-

[

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

Page Setup T

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

]
Section Breaks

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

-

B ER [y i

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
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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.

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
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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-
theformattingof selectedtext-inthe-document-
text- by- choosing: a- look- for-the-selected- text:
from-the-Quick-5tyles-gallery-onthe-Home-tab.q
C-You-can-alsoformattext-directly-by-usingthe-
other-controls-on-the-Home-tab.-Most-contraols:
offera<hoice-ofusing-thedook-from-the-current:
theme:- or- using: a- format- that- you- specify:
directly.- To- change- the- overall- look- of- your:

A. When- you- create: pictures,- charts, or-
diagrams,: they- also- coordinate: with- your-
current-document-lock.- You-can-easily-change-
the formattingofselectedtext-in-the-document-
text- by- choosing: a- look- for-the-selected-text-
from-the-Quick-Styles-gallery-on-the-Home-tab. 1]
B.0On-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-¥ou-can-also-formattext-directhy-by-usingthe-
other-controls-on-the-Home-tab.-Most-controls-
offera<hoice-ofusing-thedookfrom-the-current-
theme- or- using: a- format- that- you- specify-

E directly.- To- change: the- overall- look- of- your-

Unit 2 Formatting tables

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.

0207 987 3777 www.MicrosoftTraining.net
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Table Pictures Online Shapes S

- Pictures -

Insert Table i

I
I
I
I
I |
I
I
I

B Insert Table...

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 Tame (2] TABLE TOOLS
DESIGN | LAYOUT
April
L BEE A=z @
Lesley HEE E: el
£
EHEE Direction Margins
Alignment
Name
April
Jetf
Lesley
Merging cells

Select the cells to be merged (joined) together.

Go to Table Tools Layout/Merge group and click Merge cells.

The selected cells are now joined together into one cell.

www.MicrosoftTraining.net 0207 987 3777 @@@ 5



o Flight details

Arrival

Departure

Shading

TABLE TOOLS

DESIGN

LAYOUT

Merge Split  Split

Cells

Cells  Table

herge

Flight details

Arrival

Departure

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.

o000
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Shading

TABLE TOOLS
DESIGM LAYOUT

<

— | Shadin Border
- - £ Styles ~ Epen Colar-

Theme Colors r

Standard Colors
L | EEEERE
Mo Color

¥ More Colors..,

www.MicrosoftTraining.net

Borders

-

Y2 pt -
Border o Borders Border
Styles ~ s PEN Color= *  Painter
Borders Bottom Border

Top Border

Left Border

Right Border

Mo Border

All Borders

Qutside Borders

Inzide Borders

Inside Horizontal Border

Inzide Vertical Border

Diagonal Down Border

Diagonal Up Border
Horizontal Line

Draw Table

View Gridlines

i)
=
o

000 -

Borders and Shading...
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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.

TABLE TOHOLS

M PAGE LAYOUT REFEREMCES MAILINGS REVIEWY VIEW DESIGN LAYOUT
T T Lo L. T———— o ___  _____ e _ 4
EeEEEEll EE===] FEEEE s se=e== =EemEe= == === === = ]
el | EEEEE] EEEES] ===== —k--- Z-—-—Z-Z-Z = Z-ZZ [T Shading

Table Styles

Setting a Table Style default

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).

Microsoft Word 7. X

o = - 2] 5et as Default ©
E| Apply (and Clear Formatting) Do you want to set the default table style to Grid Table 2 - Accent 3 for:
= . X (®) This document only?

-'—\ppl}- and Malntaln For mattlng O All documents based on the Normal.dotm template?

Mew Table Style

Modify Table Style

Cancel

Delete Table Style
Set as Default

Add Gallery to Quick Access Toolbar

Sorting Tables

As with text paragraphs, tables can be sorted also by clicking the AZ button.

Sorting by a single column

For example, suppose you want to sort the table below by Status. Click inside the
table and click Layout, Sort (AZW).
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Name Dept Status Salary
Ansell Admin FT £21,000
Brough Sales FT £18,000
Brown Finance Casual £8,000
Brown Admin FT £21,000
Brown Finance PT £13,000
Butler Admin Casual £8,000
Corleone Sales PT £9,000
Cross Finance Casual £8,000
Davies Sales Casual £8,500
Francis Training PT £8,500
Gallagher Sales Associate £45,000
Sort ? *
Sort by
Status Type: | Text | (@ Ascending
g:mte Using: |Paragraphs v Dgescendmg
I Sala
! Type: | Text + | (@ Ascending
Using: |Paragraphs R O Descending
Then by
Type Text Ascending
Using: |Paragraphs Descending
My list has

Options...

@ Header row ID Mo header row

Note that Header row is selected as this table contains a header.

www.MicrosoftTraining.net
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When you press OK the table becomes ordered by Status in alphabetically.

Name Dept Status Salary
Gallagher Sales Associate £45,000
Mackenzie Sales Associate £36,000
Perry Sales Associate £45,000
Stein Operations Associate £42,000
Brown Finance Casual £8,000
Butler Admin Casual £8,000
Cross Finance Casual £8,000
Davies Sales Casual £8,500
Hills Marketing Casual £10,000
Hook Sales Casual £8,500
Kani Sales Casual £13,000
Morris Operations Casual £8,500
Mountford Admin Casual £8,500
Ryder Sales Casual £8,500
Sandford Finance Casual £8,500
Tate Finance Casual £8,500
Ansell Admin FT £21,000
Brough Sales FT £18,000
Brown Admin FT £21,000
Gilbert Finance FT £18,000

0 900
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Sorting by Multiple columns

To sort by more than one column, for example Department then Status click in the

table and select Layout, Sort (AZW).

Sort ? *
Sort by
Dept w| Type: | Text «| @ Ascending
Using: |Paragraphs ~ D Descending
Then by
Status | Type: | Text « | (@ Ascending
Using: | Paragraphs o O Srssat
Then by
~ | Type: Text v @ Ascending
Using: | Paragraphs L O HEEERIET
My list has
@ Header row CI Mo header row
Options... Cancel

Choose to sort by Dept and Then by Status. Click OK and the table will be sorted as

required.

Name Dept Status Salary
Butler Admin Casual £8,000
Mountford Admin Casual £8,500
Ansell Admin FT £21,000
Brown Admin FT £21,000
Lang Admin FT £12,500
Mayer Admin FT £18,000
Squire Admin FT £32,000
Stephenson Admin FT £18,000
Tate Admin FT £15,000
Wren Admin FT £32,000
Sharp Admin PT £24,000

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



Name Dept Status Salary
Brown Finance Casual £8,000
Cross Finance Casual £8,000
Sandford Finance Casual £8,500
Tate Finance Casual £8,500
Gilbert Finance FT £18,000
Matthews Finance FT £58,000
Brown Finance PT £13,000
Mills Finance PT £7,500
Mills Finance PT £6,500
Noble Finance PT £25,000
Tott Finance PT £9,600
Hills Marketing Casual £10,000
Stein Operations Associate £42,000
Morris Operations Casual £8,500
Sumner Operations FT £35,000
Gallagher Sales Associate £45,000
Mackenzie Sales Associate £36,000
Perry Sales Associate £45,000
Davies Sales Casual £8,500
Hook Sales Casual £8,500
Kani Sales Casual £13,000
Ryder Sales Casual £8,500
Brough Sales FT £18,000
Humphreys Sales FT £15,000
Lewis Sales FT £16,000

2 900
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Name Dept Status Salary

Stephenson Sales FT £14,000

Repeat Header Row

A very useful feature of Word tables is the ability to repeat the header when a table

spans over several pages. This is particularly useful as it avoids the need to copy the

heading and making adjustments if rows are inserted or deleted.
To repeat the header row, click anywhere in the first row and select

Layout, Repeat Header Row.

3 Mailings Review View Developer Design Layout W/ Tell me what you want to do... Signin - Share
3% . — i
] - = % £ E [lHeight: 077em o EE Distribute Rows BEE A—b_‘ @ [Rgrzzil i (oS
EEH EEE — Ny rt to Text
T Insert Insert Split  Split  AutoFit “wighe 362 || £ Distribute Col Text Cell Sort e
pog Width: 3.82cm | [ Distribute Columns
w Left Right Cells  Table b b EE=EE Direction Margins ﬁ( Farmula
imns = Merge Cell Size = Alignment Data ~
1e2-a1 I'g' [ER SRR |-J-5-4- [REINRN TS WS- DR RIS T S O RIS IS £2 1% LS [ A | Repeat Header Rows
]
Namp Dent. Status Salary _ Mark multiple rows as header rows.
Butler |sdmin Casual £8,000 If your table spans multiple pages
_ the header rows will appear on
Mauntford (Admin Casual £8,500 every page for easy reference.
Ansell \Admin FT £21,000
Brown |Admin FT £21,000
Lang |Admin FT £12 500
Mayer |Admin FT £18,000
Squire |Admin FT £32,000
Stephenson |Admin FT £13,000
Tate \Admin FT £15,000
Wren |Admin FT £32.000
Sharp |Admin PT £24,000
W MicrosoftTraining.net 0207 987 3777 909

Name Dept. Status Salary _

Brown Finance Casual £2,000

5) == ) ' Ed B - 1 + 0%
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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 . [El Quick Parts~ [ Signature Line ~ 9 !
4 WordArt - 3 Date & Time Create New | Create from File
A File name:
- Drop Ca Object - =
BDX P P D ! il Browse...
Text
[ Link to file

[ pisplay as icon
Result

n, Inserts the contents of the file into your
Bh 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.

Linking an Excel workbook to Word

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 2 above.

Display as Icon

In addition, you may wish to display an Excel document inside a Word document as

an icon.

14 @@@ 0207 987 3777 www.MicrosoftTraining.net



Insert Design Layout References Mailings

Q@ Tell me what ye

Review View Developer

want to do.

B Cover Page - D ’-_o‘_l T SmartArt il store W E Hyperlink + [l Head
D Blank Page I;I o/ 11 Chart |" Bookmark D Foot:
: Tabl Pi Online Sh Wikipedia = Onli Ci
able ictures Online Shapes e - Wikipedia nline omment
= Page Break = Pictures ~+ @+ Screenshot~ & My Add-ins Video E|I_I| Cross-reference [#] Page
Pages Tables INustrations Add-ins Media Links Comments Header
L |-2-|-L-|-§-|-1-|-2-|-J-|-4-|-5-|-6-|-?-|-8-|-9-|-10-|-11-|-12-|
~
- Entering data and Practice sales
_ formulasxlsx summaryxlsx
o
e
™

www.MicrosoftTraining.net

0207 987 3777

o000

15



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 953 (2] Al [[E) Repeat Header Rows © Fomue ! x
v & . Formula:

TG cort E2 Convert to Text —:i"“”a

14563 fx Formuls Number format:

17895 Data v

22156 Paste function: Paste bookmark

20739 v

[
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.
il

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

and Paste to move the table.
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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.

o 2]

Flavoring - Qils

AaBb! AaBbCel AaBbCcl AaBbCcl AaBbC |-

Headingl Heading3 = TMormal = TMo Spac.. Heading2 |+

Styles P

AaBb!

Heading 1

Flavoring - Oils
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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 | TMormal T Mo Spac.. Heading2

AaBbCc AaBDbC AsBbCcD aaBbCcD: AaBbCcDi
Heading 4 Title Subtitle  Subtle Em.. Emphasis

m

AoBbCcD: AaBbCcDd AaBbCcl AaBbCcl AABBCCDC

Intense E... Strong Quote Intense Q... Subtle Ref...

AsBeCcDL AaBbCeDe AaBbCcl AaBbCi
IntenseR... BookTitle TList Para.. TTOC He..
A4 Create a Style

A¢  Clear Formatting

M, Apply Styles...
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Modify Style ? X

Properties

Name: Normal

Style type Paragraph

Style based on: {no style)

Style for following paragraph: 7 Normal N
Formatting

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

== == ||=|= = |12 2| € =

The Styles palette 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

Cancel

Format ~

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.

O vEw
|—_£| |:| [=] Outline
] e [=] Draft
Read Print Web
Mode Layout Layout
Views
9 FILE OUTLINING HOME IMSERT DESIGN

9 p el
& € |Body Text - > 3 Show Level:

| Show Text Formatting

a7t - Show First Line Only

Outline Toals

www.MicrosoftTraining.net
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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

Creating a Table of Contents using styles

One of the advantages of using styles in a document is that a contents page can
created automatically. Any changes made to the document headings or changes in

the page numbering is then automatically reflected in the table of contents.

To create a Table of Contents click at the start of the document and choose:

Reference, Table of Contents
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Wd9-OFaEls GLOBAL [Compatibility Mode] - Microsoft Waord
Home  Insert  Pagelayout | References | Mailings  Review  View

[2w Add Text = AR [y Insert Endnote 4 Manage Sources B ) Insert Table of Figures Jinsertindex 5= 5 Insert Table of Authorities

=] b e _2
! Update Table A Mext Footnote » =¥ 3 Style: APAFiftt ~ ’

=]

Table of Insert Insert Insert Mark Mark
Contents = Footnaote Citation - i} Bibliography - Caption [ff] Cross-reference Entry Citation
| Builtin s & Bibliography Captions Index Table of Authorities
|:Au|oma|\'(Tah\e1 B 1 7 134 Gi6-i-7 1 Bl 8 1 W11 1D 3 114 AfEeTEe
Contents
Heading 1........... 1
Heading 2....... 1
Heading 3..... 1
Automatic Table 2 .
|ntroduction
Global Travel is a full-service, multi-branch travel agency, which was founded
Table of Contents in 1970 Our specialty is corporate travel
Heading 1........... 1
Heading 2...... 1 3 . . . .
Heading 3.... 1 | Global Travel has five branches: Philadelphia; Pennsylvania, San Francisco,

California; Chicago, lllinois; Miami, Florida and Houston, Texas. Each of
Manual Table these offices is operated by a team of qualified managers and agents whose
goal is to provide your company with quality service at the lowest price

Table of Contents ;
Type chaptar tie flavl ). ;  Customer Service o ! ,
Type chapter title (level 2) 2 | We at Global Travel feel that communication with our corporate accountsis
pe chapter fitle (level 3) 3 y = ! I .
Type haptar tide Qavel 1) H essemlal for providing good service. Each corpoyate accountls assignedtoa
Tuna chantar fita. vl 91 = | specificaccountexecutive. Your account executive will be available to

[ More Table of Contents from Office.com » | answer any guestions and provide you with any information that you request

& Insert Table of Contents... - -

&) InserTable of Contents The corporate travel division of Global Travel is designed to offer the best and
most professional service available to your business fravelers. We
encourage you fo tour our facility and meet our staff at your convenience

- International Travel

= We offer complete intemational itinerary assistance. We maintain a supply of

= passport and visa applications so that we can provide the necessary papers

E to our clients with minimum delay. Our International Rate Programme

After selecting a style, the table of content will be inserted into the document.

II'able of Contents
Introduction
Customer Service
International Travel
Corporate Profiles
Discounts
Hotel Accommeodations
Additional Services
Personal Vacations
Flight Insurance
Facsimile

A A 2R XY CY T

Introduction
Global Travel is a full-service, multi-branch travel agency, which was founded
in 1970 Our specialty is corporate fravel

Global Travel has five branches: Philadelphia; Pennsylvania, San Francisco,
California; Chicago, lllinois; Miami, Florida and Houston, Texas. Each of
these offices is operated by a team of qualified managers and agents whose
goal is to provide your company with quality service at the lowest price

Updating the TOC (Table of Contents)
To update the table of contents after changes are made to the document:
Right click inside the TOC, choose Update Field and select Update entire table.

Update Table of Contents ? >

Word is updating the table of contents. Select one of
the following options:

(") Update page numbers anly

®

Cancel
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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.
(1) www. microsofttraining.net (2] =] Quick Parts~ [ Signature Line ~
U208 bR 49055
Zi AutoText [
(] Field...

=I Building Blocks Organizer...

9 Create New Building Block ? X
Name: Go to Insert/Text
Gallery: Quick Parts N
Category: General v
Description:
Save in: Building Blocks.dotx(en-US} v
Options: Insert content only v

Inserting a building block
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.
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®  serT

=] Quick Paris~ E"SignatureLine -

&l AutoText

=} Building Blocks Organizer...

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

Notes:

Building Blocks Organizer

Building blocks:

Click a building block to see its preview

Name Gallery Category Template 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)  Cover Pages  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...
T ML gy, vy nosae—m- Y| Hewlett-Packard
< >
Edit Properties... Delete Insert

Close

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.
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Unit 5 Working with Headers and Footers

In this unit you will learn to:
Create headers and footers
Create 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

]

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

From edge:

44

Footer: |[1.25cm

Page

Vertical alignment: Top e
Preview
Apply to: |Selected sections v 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 of the second section, un-click the
Link to Previous button in the Navigation group. This ensures that the header in this

section can be different from the previous section.

Edit and click the Close Header and Footer button.

o 9 HEADER & FOOTER TOOLS
Ichapter 1 DESIGN

Header -Section 1- | (14 Previous

Llp [ et

Go to
Footer ',;"_' Link to Previous

Mavigation

. .
© . Link to Previous un-click (4] E
Close Header
and Footer

[chapter 2

Close

[ Header -Section 2- |

Page humbering D [E'fﬂ E

Go to Insert/Header & Footer group and click the Page  Fe9¢  Date& Document Gu

Mumber=  Time Infor  Pa

Number button. 1B TopofPage B
[# Bottom of Page r
k] Page Margins 3
@ Current Position 3

Eh Format Page Numbers...
E;'.( Bemove Page Numbers
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Select Bottom of Page and choose from one of the preset options to select where

you would like the page number inserted.
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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/Illustrations group and click Picture.
Navigate to and select the picture to be inserted.

Click Insert.

0
Ld) g & T 1l

Pictures Online Shapes SmartArt Chart
Pictures -

INustrations
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Insert Picture X
® ©

<« v P aa > ThisPC » Windows (C:) v D Search Windows (C:) el
Organise v New folder gz v [N o
A e A =
@ Microsoft Word Name Date modified T
X Access VBA Examples F
¢@ OneDrive .
inetpub F
& This PC Intel F
I Desktop PerfLogs F
2 Documents Program Files 08/ F
P Fil 12/ F
‘ Downloads rogram Files (x86)
. SWSetup 30/ F
J’ s Users F
M) Cictuires Windows 15/ F
B Videos Windows.old 23/10/201508:43  F
i Windows (C:)
= RECOVERY (D:)
v < >
File name: || V| All Pictures (*.emf;*.wmf;* jpg;* v

Tools ~ Insert ]v Cancel

Inserting SmartArt

Go to Insert/Illustrations 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) —
L ad (& TS Al

Pictures Online Shapes SmartArt Chart Screenshot
Pictures -

Illustrations
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9 Choose a SmartArt Graphic

All
List

& ifil &

Process

o
a
il

Cycle
Hierarchy
Relationship
Matrix
Pyramid
Picture

Office.com

@EDPSE R

List
E ¢ OO
o | 66 DO
(s [ R —
== =
e e [
E— EE
QQ: @@ o-e-o-
g =1 =1 ol T
“i=1-] (EEN
EEE glss BF

Basic Block List

q- - G- Use to show non-sequential or groupe
T | blocks of information. Maximizes both

horizontal and vertical display space fo
shapes.

9 Type your text here

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

Basic Process...

Notes:

www.MicrosoftTraining.net

[ ok ]| cance

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.

Below is an example of a Hierarchy Chart or Organization Chart. Created with

SmartArt.
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President

General Manager

Mac Thomas

Vice President Vice President

Nancy Boyette Jacob Drew

Vice President Vice President

Michele Bronte Jackson Jones

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.

o A [ Quick Parts - D,"Signature Line -
4 WordArt~  [E% Date & Time
Text
Box - ™ Object -
Text
© |

0207 987 3777

v 900

F.'. Date & Time

A \
A A

A
A LA A
A

@ A4 Wwordar- Q symbal -

A

A
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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.

o TL Equation - 2] 0} Syrmbol = )
LN |
Symbols ; .
1 Plore Syrbah
9 Symbol ) 0

Symbols  Special Characters

Font: | Symbol v

o fEN o|v|alolc] T[4+ "2 x]|x|o]e "
slzl=|x].] | JIN|I|R|9|®|®|D|Nn|u|D|D

Z|c|lc|e eLV@@TN‘H\f . N VA =C=hI]

s lelele™z (] IUTTLIME U T T,
Recently used symbols:

SO €L E®™ME|£(L|Z2|F(X|o|p|a|P|n|Q

l;yn;c:;e;;me: Character code: | 167 from:  Symbol (decimal) |v
AutoCorrect... Shortcut Key... | Shortcut key:

Insert Cancel

Assigning a shortcut to a symbol

If there is a symbol you intend to use quite often such as a v when filling in a form

you can save time by assigning a shortcut to the symbol.

After finding the required symbol click the button Shortcut Key

www.MicrosoftTraining.net 0207 987 3777 @@@ 31



Symbuol ? *

Symbols  Spedial Characters

Font: |Wingdings w

D&
R| AL
INVZLS
4|

Recently used symbols:

VIE|E|¥

Wingdings: 252 Character code: |252 from: | Symbol (dedmal) |~
AutoCorrect.. Shortout Key... | Jshortcut key:

Insert

3 V| @
J2IR|R |2
SIS
SN A
720 1 ARS
o= > %
o | €| <P
x |20 X
RS
SR =N
Qe Cd
BN

[
& |o|NglF

@™ E|#£| |2+ x M|

8

Click in the box Press new shortcut key

Press the required shortcut (Ctrl+6 for example) and click the Assign button.

Customize Keyboard ? *

Specify a command

Categories: Commands:

All Commands Symbal:

Specify keyboard sequence

Current keys: Press new shortcut key:
N cirl+4]
Symbaol: ¥

Currently assigned to: Wingdings 2: 61520

Saye changes in: | Mormal w

Description

Inserts the symbol specified by dicking Change Symbol above

Finally click close and the v symbol is now permanently assigned to the shortcut
Ctrl+6.

Some shortcuts already have shortcut assignments. For example, pressing
Ctrl+then e

inserts the symbol é.
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Pressing ctrl+" then e

inserts the symbol e.

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  oesion B S0

Watermark Page Page
- Color - Borders

Page Background

(2] Confidential -
COMFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY1

DO MNOT COPY 2 -

|;’_" Meore Watermarks from Office.com 3

D Custom Watermark...

B( Remove Watermark
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(3] Printed Watermark ? X

(O No watermark
(O Picture watermark

Scale Auto Washout

nglish (United Kingdom] v

Text: ASAP v
Font: Times New Roman v
Size: Auto v

Color: v Semitransparent

Layout: @ Diagonal () Horizontal

To remove a watermark select Design, Watermark, Remove Watermark.

Creating shapes

Go to Insert/Illustrations 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.

o '._-‘] 9
o kg & Bl .
Pictures Online Shapes SmartArt Chart Screenshot l__l_
Pictures - - ) [0
<>, =] I I = ol Store
+

Illustrations
Shapes SmartArt Chart Screenshot ﬂ My Ag

-

Fo

Recently Used Shapes
BN NOOOAL L G
CRTANE IS ¢

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

a border to a page.

o IS LT Lus. a=s= A q 2 ' [I Borders and Shading...

— - =

t=
= - & Ml

il

Paragraph
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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~

KA Aa- e iE.iEe

B I U-aex, x* A-F.A. ====

ETEn

Zenith Garments Organization 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

Account Blank document

Options

Title =]

Suggested searches:  Letters Resume Fax Llabels Cards Calendar  Blank

O

Take a
tour

Welcome to Word

Tifle

Heading

Aa

Single spaced (blank)

Title

Heading

www.microsofttraining.net
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New

Search for online templates jo)
Suggested searches:  Business  Personal Industry Print DesignSets Education Event

FEATURED ~ PERSONAL

Cat Jens Test cheese

Creating a custom template
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 - Word ? - 0O %
Sign in
&8 OneDrive E;I Computer
Recent Folders
Eltl Computer My Documents
Desktop
sl AddaPlace
Browse
Account
Options
v

9 File name: MName doc here

Save as type: | Word Template

Save
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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+I
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+1
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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