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ECDL Approved Courseware

IMPORTANT - PLEASE READ

As a condition of providing official approval for this courseware, the ECDL
Foundation demand that the following statement appear within all approved ECDL
courseware, produced by third party courseware providers: -

""European Computer Driving Licence" and ECDL and Stars device are registered trade marks of the European
Computer Driving Licence Foundation Limited in Ireland and other countries. Cheltenham Courseware Ltd is an
independent entity from the European Computer Driving Licence Foundation Limited, and not affiliated with the
European Computer Driving Licence Foundation Limited in any manner. ‘Cheltenham Courseware Ltd ECDL
Courseware’ may be used in assisting students to prepare for the European Computer Driving Licence
Examination. Neither the European Computer Driving Licence Foundation Limited nor Cheltenham Courseware
Ltd warrants that the use of this ‘Cheltenham Courseware Ltd ECDL Courseware’ will ensure passing the
relevant Examination. Use of the ECDL-F approved Courseware Logo on this product signifies that it has been
independently reviewed and approved in complying with the following standards:

Acceptable coverage of all courseware content related to the ECDL Syllabus Version 4.0. This courseware
material has not been reviewed for technical accuracy and does not guarantee that the end user will pass the
associated ECDL Examinations. Any and all assessment tests and/or performance based exercises contained in
this ‘Cheltenham Courseware Ltd ECDL Courseware’ relate solely to this ‘Cheltenham Courseware Ltd ECDL
Courseware’ and do not constitute, or imply, certification by the European Driving Licence Foundation in respect
of any ECDL Examinations. For details on sitting ECDL Examinations in your country please contact the local
ECDL Licensee or visit the European Computer Driving Licence Foundation Limited web site at
http://www.ecdl.com.

“Candidates using this courseware material should have a valid ECDL/ICDL Skills Card/Log book. Without such a
skills card/Log book no ECDL/ICDL tests can be taken, no ECDL/ICDL certificate, nor any other form of
recognition can be given to the candidate. ECDL/ICDL Skills Cards may be obtained from any accredited
ECDL/ICDL Test Centre or from your country's National ECDL/ICDL designated Licensee".

References to the European Computer Driving Licence (ECDL) include the International Computer Driving
Licence (ICDL). ECDL Syllabus Version 4.0 is published as the official syllabus for use within the European
Computer Driving Licence (ECDL) and International Computer Driving Licence (ICDL) certification programme."

IMPORTANT: - Regarding ECDL courseware purchased from Cheltenham Courseware
Ltd. Cheltenham Courseware Ltd accept no liability whatsoever arising from any
changes which you make to this courseware, with, or without, ECDL Foundation
approval.

Approved
Courseware
Syllabus
Version 4.0
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3.1 Using the Application

3.1.1 First Steps with Word Processing

3.1.1.1 Open (and close) a word processing application.

To start Word using the Windows Start menu
¢ Click on the Start icon to display the Start menu and then click on the
Microsoft Word icon.

|77 My Pictures
j My Music
Wicrasoft PonerPeint 558 My Computer
& My Network Places
E Microsaft Excel
. (@ control pare
R paint shop o6
g
@& conect T ’
=)
g wordPad
L Printers and Faxes
is ) Tour Windows =P
J 9) Help and Support.
S search
All Pragrams D 77 Run...

ELE--; off @lwmc-r’ e

74 start % mod 3 | EcoL va mop

To close the:Word program
¢ Click on the Close icon displayed at the top right of the Microsoft Word
window

OR press Alt+F4.

If you have not saved your work, a dialog box will be displayed which asks
you if you wish to save your changes. Make your choice from one of the
following:

Microsoft Word

Yes: Saves the changes and exits the program.

No: Does not save the changes and exits the program. Choosing No will lose
any work which you have done since you last saved the file.
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Cancel: Cancels the command and stays in the Word program.

A
Y

AN

w
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3.1.1.2 Open one, several documents.

To open afile
¢ Click on the Open icon and from the dialog box displayed select the required
file.

2%
Look in: ‘D My Documents ﬂ @ By - Tools *
(5] My Data Sources
AI ey busic
Histary @My Fictures

i Cetglobal 01

| Cetglobal 02

5

My Documents

=

[w)
q
&
=
5
=]

#

Favaorites

=)
= éé File name: [ =] Open |~
E My Metwork,
Places Files of bype: |AH Word Documents ﬂ Cancel

e Use the Look in drop down menu to select the drive or folder which contains
the file you want.

e To open the file you require either double click on the file name
OR select the file name by clicking on it, and then click on the Open button.

Opening afilefrom a diskette (floppy disk)
¢ Click on the Open icon and a dialog box is displayed.

Look in: |D My Documents j

My Data Sources

;J I rj;My IMusic
-y History uﬂMy Fictures
E. @Cctglobal 01
A @Cctglobal 0z

e Click on the down arrow to the right of the Look in section.
e From the list displayed select 3v2 Floppy (A:)

Lockin: [y My Documents -

Desktop
2;! v_-} My Computer
< |5 Shared Documents
Histary 314 Floppy (4}

4 EERES
g Local Disk (1)

@ @ DPPCPRODEND (D)
"\;) CD Drive (E:)

e Select the required file and then click on the Open button.
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Tools to help you with opening files

e You can use the buttons across the top of this dialog box to help you in
selecting the required file.

Loak in: |E| My Documents j & W * Tools ~

= See recent files: Click here to access recently opened files or folders
(acts like a Back button within an Internet browser such as Microsoft
Internet Explorer).

Move up one folder level: Click here to move up one level through your
folder (directory) tree.

@ Search the Web: Click here to search the Internet (assuming that you
are connected to the Web!).

Pl Delete the selected file: Click here to delete the selected file or folder.

ﬁf Create a new folder: Click here to create a new folder beneath the
selected folder.

See different "opening views': Click here to see a drop down menu,
from which you can select commands, as illustrated.

- |Tools =

Eg Large Icons

"o gmall Trons

5o Lisk

Details
i Properties
= Preview

5w Thumbnails

To_select a continuous block of files to open

e You can open files one at a time, or if you know how to select multiple files,
you can open two or more files at the same time. This technique can save
you timel

e Click on the Open icon, which will display the Open dialog box.

e Click on the first file of the block you wish to select, and then while
depressing the Shift key, click on the last file of the required block. When
you release the Shift key the entire block will remain selected.
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Look in: |D My Docurnents j

My Diata Sources
ﬁ, 2 My Music
History My Pictures
@ Cekglobal 01
@ Cchglobal 02

Lui] 13

My Docurnents

m
Desktop @ Cctglobal 03
@ Cchglobal 09

To select multiple files (to open) which are not in acontinuous block

e Click on the Open icon, which will display the Open dialog box.

¢ Click on the first file which you wish to select and while keeping the Ctrl key
depressed, click on the other files which you wish to select. When you release
the Ctrl key, the selected files will continue to be highlighted.

Look in: |D My Docurments =
My Daka Sources
:ﬁﬁ I My Music
History My Pictures

L_E'H Cctglobal 01

Cctglnbal 0z

@ l-_zﬂ Cckglobal 03

My Documents Cctglobal 04
i3 Cetglobal 05

P @Cctglobal 06
'-'_:H Cctglobal 07

Deskkop @Cctglobal 0g

" Cckglobal 09

¢ In either case outlined above, clicking on the Open button, once multiple
files have been selected, will cause all the selected files to open within Word.

3.1.1.3 Create a new document (based on default, other available
template).

To create a new document based on the default template
e Click on the New icon and a new blank document will be displayed on the
screen. This document will be based on the default template within Word.

[
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e To save your new document after you have entered your text, click on the
Save icon and supply a name for the document file.

To create a new document based on another template
e From the File menu select New to display the New Document task pane.

Fle Edt Vew [set Farmst Tools Table Window Hep - x

Dedaen gLV < eFOmE

2 Normal + TimesMew Roman - 12+ B Z U E A AL

LB [ 1 2 s I S ] S5 g % New Dacument - x
Open a document

Docs
- Dot
Doc
Docz
[ More documents. .,
New
[ Blank Document
] Blank web Page
14 Blank E-mall Message
New from existing document
] Choose document..,
New from template
Professional Fax
] General Templates..
(1 Templates onmy Web Sites...

& Templates on Microsoft.com

[ Add Metwork Place. ..
2 Microsoft Ward Help
¥ v Show at startup

[Z]= == 4 ol

Dawr [y Auoshapes> N\ W OO EH 4 FE d-L-A-S=E0a.

Page 1 Sec 1 11 ALl In1 ot K Enalish (.5

e You will see a range of options displayed within the Task Pane.

New Document v X

Open a document
Docs
Docd
Doc3
Docz
[= More documents...
New
[} Blank Document
E_'] Blank Web Page
B4 Blank E-mail Message
New Ffrom existing document
@ Choose document. .,
New from template
Professional Fax
s} ] General Templates. ..
%I Templates on my Weh Sites. ..

-] ] Ternplates on Microsoft.cam

e - You can create a new document based on a range of templates. For instance
if you wished to create a professional looking memo, then within the New
from template section, click on General Templates and the following
dialog will be displayed.
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Templates |E‘ El

General | Lenal Pleadings 1 Letters & Faxes 1 Mail Merge I Memos 1 Other Documents I
Publications 1 Repaorts ] ‘Web Pages I Sales 2002_files I
5] ©] ®] Eoo
s — Preview
Directory Manual Thesis
é..

Create New
* Document  © Template

e Clicking on the Memos tab and selecting the Professional Memo icon will
display the following.

Templates |El le

Publications I Reports I ‘Wieb Pages ] Sales 2002 _files I
General ] Legal Pleadings I Letters & Faxes 1 Mail Merge Memas I Other Documents I
@ oo
= L = Preview
Conkemporary Elegant Memo  Memo Wizard
lema [}
Memo
Create New
* Document ¢ Template

e Clicking on the OK button will display the outline of a memo on your screen,
which you can adapt.

o Docoment11 - Micsosd] Word "
R e R =R
TF ey &0 B . AHCOER@ Dy v~ -0,

A Potun Al + Arad st s B iy EERIRNEERE -4+,

Ry b 1 (EEEN a PR ' s |

How to Use This Memo Template

2 tn replace, and type your memo. Use shes fuch s Heading 1.3 and
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3.1.1.4 Save a document to a location on a drive.

To save a document using the Save icon

e Click on the Save icon and from the dialog box displayed select the required
folder. Enter a file name and then click on the Save button.

e After you have saved the file for the first time, clicking on the Save icon will
automatically save your document with the filename you gave it. It does not
give you the option to rename.

To create a new folder in which to save your document

¢ Click on the Create New Folder icon, displayed within the Save As dialog
box.

¢ This will display the New Folder dialog box. Enter the name of the new
folder, and then click on the OK button. NOTE: The folder will be created
under the current folder.

B

To save a file to a diskette
e Click on the File drop down menu and select the Save As command. A dialog
box will be displayed similar to that illustrated.

Save in: | E, My Dacuments ﬂ
My Daka Sources
=4 Py Music
Histary My Pictures
Cctglobal 01
. E‘]Cctqlobal 0z

e Click on the down arrow to the right of the Save in section of the dialog box,
which will display a drop down menu, as illustrated.

g

Save in: |D My Documents -

ﬂé Desktop |
é ,J My Computer
: I Shared Documents

History

H

<o Local Disk (C:)

@ DFPCPRODS0D (D:)

£} €D Drive (E})

My Documents ZP Ccton 'Office Server (Cet-ser...

_' Data on 'Cffice Server (Cck-s,..
= /‘1 %) My Network Places
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Select the 3 1/2 Floppy (A:) icon.

Save As E| Pz|

2 @'@ £ B - Tools -

]
Favarites
:I-
OFx g .
gk— Filename:  [cctglobal 09 | Save
Iy Mebwork =

Places Save astype: word Document | Cancel

Enter a file name and then click on the Save button.

3.1.1.5 Save a document under another name.

To save using "Save As"

The Save As command can be used to save a file under a different name, to
save a file in a different word processor format, or to save a file to a different
drive and/or folder. From the File menu choose Save As command, or use
the following keystroke:

Save As F12
Note: The File Save As command will rename the document on the screen

so that you can keep the earlier version, as well as saving any changes you
have made.

3.1.1.6 Save a document in another file type such as: text file, Rich Text
Format, HTML, template, software specific file extension, version
number.

To save afile in a format other than Microsoft Word format

From the File drop down menu, click on the Save As command.
If necessary, select the folder which you wish to save the file in from the
Look in list box.
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Click on the down arrow to the right of the Save as type: box, and select the
type of file format you wish to save the file as, i.e. HTML, RTF etc.

[*]
Favarites
(=]
=] &3 I .
= File name: |DDE2 ﬂ Gorem
My Metwark, —
Flaces Save &5 type [word Document - Cancel

ord Dacument
Wweb Page

‘web Page, Filkered
weh Archive

Document Template
w -

Enter a file name and then click on the Save button to save it in the required
format.

NOTE: Some formatting information which is contained in the original may
be lost in the process!

What is an RTF file?

An RTF (Rich Text Format) file is a generic file which can be read and used by
a wide range of different programs. Thus if you have Microsoft Word XP
installed on your PC and wish to send a document to someone who has a
different version of Word or maybe a word-processor other than Word, you
might wish to send the file in RTF format. Beware that if you have used a lot
of complex formatting within your document that a RTF file can be a much
larger file size compared to a normal Word file. This may be relevant if you
are transferring a file over an Internet or Intranet (or saving the file to
diskette which is limited to a 1.44 Mb storage capacity).

What is a TXT file?

If you save your file as Text Only the file will be saved with a .TXT instead of
the normal .DOC file name extension. Also all of your formatting information
will be lost (along with any pictures). Only the text will be saved.

=
3], 23

g,ﬁ File narne: Dac? * Save
Ty Metwork, | J =

Places Save as type: |Word Document - Cancel

Document Template d
Flich Texk Format

MS-D0S Text with Layout

Texk with Lavout

Word 2. For \Windows 7

Saving your file in a different Word version format

This is useful where different departments within your organisation may be
using different versions of the Microsoft Word program. Later versions of
Word will be able to read documents saved in earlier versions. However if
someone using say Word 6 received a document formatted in say Microsoft
Word XP format, they would be unable to open the file. The solution, in this
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case, is for the person using Word XP to save the file in Word 6 format, as
illustrated.

Favarites
=]
Efs
My Metwork
Flaces Save astypet [word Document

‘ord 5.0 For Macintosh
‘Word 5.1 For Macintosh
'Wword 97-2002 & 6,0/95 - RTF
‘wordPerfect 5.0
wiordPerfect 5.0 Secondary File

File name: |DUE2

L]

Save

Cancel

[» ]«

4

Saving afile as a template

A template is a special type of file which can be created once and customised
as required. It can then be recycled over and over again. For instance a fax
header could be set up as a template containing all your organisations details
and then recycled when required, eliminating the need for you to enter your
company name, phone number and fax number each time you wish to send a
fax.

From the File drop down menu, click on the Save As command.

If necessary, select the folder you wish to save the file in from the Look in
list box.

Click on the down arrow to the right of the Save as type: box, and select the
type of file format you wish to save the file as, i.e. Document Template
(*.dot).

=
% File name: |Dnc2 j Save

My Metwork
Places Save as bype: |Word Document hd

word Document -

'web Page :‘

web Page, Fitered

'Weh Archive

Cancel

Rich Text Format hd

To

save a file in'\Web page format

From the File drop down menu, click on the Save As command.

If necessary, select the folder you wish to save the file in from the Look in
list box.

Click on the down arrow to the right of the Save as type: box, and select the
type of file format you wish to save the file as, i.e. Web Page

=]
i jé : .
== File name: |Dnc2 - Save
My Network. =

Places Save as bype: |W0rd Document - Cancel
-

wWord Document:

‘Wweb Page, Fikered

‘wieh Archive

Document Template

Rich Text Format hd

Enter a file name.
Click on the Save button to save it in the required format. Some formatting
information which is contained in the original may be lost in the process!

NOTE: You may wish to use the Web Page Filtered option. This strips a lot
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of Microsoft specific code from the web page and make it easier to edit the
page in non-Microsoft Web page editors.

What is an HTML formatted file?

e If you convert your Word document to HTML (Hyper Text Mark-up Language)
format, then you (or your IT staff) can then use the HTML version on a Web
server and it will be visible as a web page. This Web page can be viewed on
either the WWW (World Wide Web) or your local LAN/Intranet.

To save a file using a software specific file extension

¢ In some cases you may wish to specify a file extension name. For instance,
you may want to save a database file, not as a text only file, which by default
will have a file name extension of .TXT, but as a text file using a .CSV file
name extension. To do this we will use the Save As option, select the Plain
Text option, and enter a name along with the file name extension, such as
contacts.csv.

Save As @
Savein: [ Local Disk () | & E - Tooks
(4rob

ﬁ] IC)Dacuments and Settings

IChdrivers

(2 ECOL_v3_and_Advanced_XP_COURSES
I_)folder one

History

iy

ICfolder twa
My Documents |[)few Folder
(CiNew Folder (2)
7 IaNew Falder (3)
Chold data
Desktop [ChPatches
[Ehpictures
* [Caprogram files
Ihshsi
Favarites CHWINDOWS
=l
(] £3 g
= File name: ‘Ennta(ts.(sv‘ ﬂ Save |
Iy Metwark, —
Places Save as bype: ‘Plain Text j Cancel

¢ When you click on the Save option you may see the following dialog box.
Select Windows (Default) and then click on the OK button.

File Conyversion - contacts

‘Warning: Saving as a kext File will cause all formatting, pictures, and objects in your file to be lost,

i It) " Ms-pos O Qther encoding: J
Options:
[~ Insert line breaks

End lines with: |CR [ LF  +

[ Allow character substitution

Preview:

Title, First-name, Second-nare, Departrnent A
WIr, Diawid, Blurray, Mlarketing

Wz, Rowan, Smith, Sales

WIis, Lo, Browem, Marketing

Wr, Elliot, Smith, Production

I, Allison, Buck, Sales

Wr, &ym, Tront, Packaging
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3.1.1.7 Switch between open documents.

To switch from one open document to another one (using the Taskbar)
e Simply click on the required document, as displayed in the Taskbar at the
bottom of your Windows screen.

Page 9 Sec 2 1370

= - :
14 start | ZH ECOL ¥4 MOD 3 offci.., | &l Document4 - Micrasof .,

To switch from one open document to another one (using the Window drop
down menu)

e Click on the required Window drop down menu.

e Click on the required open document from the list displayed.

‘indan | Help

4 1 Docurnent4 |'

2 ECDL ¥4 MOD 3 offcie ¥P version
Y

! :

3.1.1.8 Use available Help functions.

Today's Tip

e By default Word will display a "tip of the day" each time you start Word. If
you take the time to read these tips as they are displayed, then you will soon
find that you are on the way to becoming a Word expert!

MEE
- X
To center a drawing object on
30 the page, click the Draw button s
on the Drawing toolbar, and i
then click Align or Distribute, b i
. | s w Document - x
OK j Open a document

Frml Ma BCn 3 Affris %P wercinn

What is the Microsoft Office Assistant?

e By default this friendly little creature, will watch what you do and offer tips on
how to work more productively. You can ask it questions in plain English!
Occasionally the Office Assistant will display information on the screen. If you
are unsure about how to use this product you should always read the help
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offered. You can choose to implement the tip, have it explained, or to ignore
the tip.

Displaying the Office Assistant Help

o The Office Assistant is displayed by default. If the assistant has been
hidden and you wish to reactivate it, select Show the Office Assistant from
the Help menu.

Help | #crobat
Microsaft Word Help F1

- [=]x]
- X

| Show the Office Assistant

K2 what's This? Shift+F1

To hide the Office Assistant
¢ Right click on the Office Assistant and from the menu displayed, click on the
Hide command.

+
N

- =]

Hide

Cptions, ..

\ . 13 | Choose Assistant...

Anirnate!

"What is this" Help

¢ Within many dialog boxes you will see a question mark symbol in the top-
right corner of the dialog box. For instance click on the Format drop down
menu, select the Font command and this will display the Font dialog box with
this sort of help enabled. Not all dialog boxes have this feature however. To
use "What is this", click on the question mark and then click on the item in
the dialog box which you do not understand.

Size: ‘

¢ In the example shown we have clicked on the Shadow check box within the
Font dialog box, and as you can see help is displayed relating to the Shadow
option!

Effects
I strikethrough I shadow I~ Small caps

r Adds a shadow behind the selected text, heneath
1 andto the right ofthe text.
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3.1.1.9 Close the document.

To close adocument in Word

¢ Click on the Close icon displayed at the top-right of the document window.
Be sure to click on the Close Window icon, (as opposed to the Close icon).

-
Close Window

3.1.2 Adjust Settings

3.1.2.1 Change between page view modes.

Different Word views

e This feature allows you to select different views of your document such as
Normal, Outline, or Print Layout view. Print Layout view gives a better
approximation between what you see on the screen and what you will see
when you print.

¢ Normal View is often quicker to use as less memory is required, but often

when using complicated formatting does not give a true indication of how the
document will print.

To view a document using different modes
¢ Click on the View menu, and select the required view.

view | Insert  Format  Tooks

D Fl[<]

g
£

o [&]

o
[

g =
28
o

Normal
Allows you to type, edit and format documents, but does not display
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additional information such as headers and footers.

Web Layout
Displays the document as it would appear if published on the Web.

Print Layout
Allows you to display multiple columns, footnotes, and headers and footers in
the document. You can also view graphics in this format.

Full Screen
Allows you to type, edit and format a document.

Zoom
Allows you to enlarge or reduce the view of a page on-screen.

3.1.2.2 Use magnification/zoom tool.

The Zoom feature
e This feature allows you to enlarge or reduce the view of a page on the
screen. You can show the whole page, or just a section of it.

To zoom a document using the Zoom icon

e Use the Zoom icon on the Standard toolbar to quickly zoom to certain
settings. Click on the down arrow next to the Zoom icon to display a drop
down list of pre-set screen zoom values. NOTE: You can enter any value you
like, you do not have to accept the values offered to you.

500% Ly
200%
150%:
100%:

V5%

S0%

25%

10%

Page Width

[t

3.1.2.3 Display or hide built-in toolbars.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2005 www.cheltenhamcourseware.com



PAGE 22 - ECDL MODULE 3 (USING OFFICE XP) - MANUAL

To display or hide a toolbar

e To display a toolbar, select the Toolbars command from the View menu to
display the Toolbars drop down menu. A list of toolbars is displayed which
includes: Standard, Formatting, Borders, Database, Drawing etc.

e Choose the Toolbar you want to display or hide by clicking on it from the
list.

i Tahle  WWindow  Heln

Standard g
Faormatting L

AutoText

Control Toolbox

Database
Drrawing

Forms

Frames

Mail Merge

Qutlining

Ficture

Reviewing

Tables and Borders

Wisuual Basic

‘Web

‘Web Tools

“ward Counk

‘wardart

Cuskorize. ..

The quick way of displaying /*hiding toolbars

e TIP: A quick way of displaying/hiding toolbars is to right click on an existing
toolbar, this will display the Toolbars drop down menu, from which you can
select or de-select toolbars.

3.1.2.4 Display or hide non-printing characters.

What are the non-printing characters?

e Printable characters, as the name implies, includes all the characters which
you would normally print, such as the letters of the alphabet, punctuation
marks etc. The non-printable characters include the codes hidden within the
document which control how text and your pages are formatted. For instance
when you press the Enter (Return) key, this embeds a code within the
document to insert a paragraph mark, which marks the end of a paragraph.
When non-printing characters are displayed, the text will look like this.

1
This-is-a-short-paragraph-of-text.q

Al
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To display non-printing characters
e Click on the Show/Hide icon, located within the Standard Toolbar.

| 158%
IlEEAE M

= Show,l'Hide1_]

To hide non-printing characters
¢ Click on the Show/Hide icon, located within the Standard Toolbar.

& (9 | 158
iE ST:?WIHE 1_]

To control which non-printable characters are displayed

e Click on the Tools drop down menu and select the Options command.

e Select the View tab. Within the Formatting marks section of the dialog
box, select All, or specify what formatting marks you wish to display.

Formatting marks
| Tab characters [v Hidden bext
| Spaces [ Optional hyphens
[ Paragraph marks [ All

3.1.2.5 Modify basic options/preferences in the application: user name,
default directory/ folder to open, save documents.

To modify preference options within Word
o Click on the Tools drop down menu and select the Options command which
will display the Options dialog box.

¢ To modify the User Information:
Click on the User Information tab within the dialog box, and modify the
information as necessary. You can include your name, initials and mailing
address. This data can later be used within Word automatically.
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Options
Wigw ] General ] Edit ] Print ] Save ]
Security ] Spelling & Grammar ] Track Changes ]
User Information l Compatibility ] File: Locations ]

User information
Mame:

|David Murray
Initials:

e

Mailing address:

Ok | Cancel |

¢ To modify the default folder:
Click on the File Locations tab within the dialog box. Select Documents in
the File types sections. Click on the Modify button, and navigate to the
folder which you wish to use as the default folder. The default folder is the

folder which will, by default, be displayed within the Open or Save dialog
boxes in Word.

Options
Wigw ] General ] Edit ] Prrint ] Save ]
Securiky ] Speling & Grammar ] Track Changes
User Information ] Comnpatibility File Locations
File locations
File types: Location:

User templates .. AMicrosoft) Templates

Workgroup templates

AutoRecover files Cih.L\application DataMicrosoftyword
Tools Ci.L L \Microsoft Officel Cffice10
Skartup CiLLLAMicrosoft word\ STARTUR

Ok Cancel
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Modify Location ‘1|E|
Lookin:  [{E) My Documents =] @ X Tools
My Data Sources
;J My Music
[T (ZhMy Pictures
My Docurnents
(]
Deskkap
[#]
Favarites
=
[=],£3 .
- Folder name: ﬂ ok
My Network
Places Cancel
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3.2 Main Operations

3.2.1 Insert Data

3.2.1.1 Insert text.

To switch between Insert and Overtype text entry

¢ Word normally functions in Insert mode which means that text is added to a
document without overwriting anything else. Alternatively, Word can function
in Overtype mode which will overwrite existing text with any new text which
you type in. The status bar at the bottom of the Word window indicates that
you are in Overtype mode by highlighting the OVR indicator.

[rEG ek B jove T CE3E ||

Using Insert Mode to enter text

¢ In Insert mode, text is inserted into the document at the insertion point.
This is the default mode. Text which already exists is moved forward to make
way for the new text.

e Position the insertion point where you want to insert the new text.

e When you begin typing, the existing text will move to the right and wrap to
the next line.

To insert a new paragraph

e When you press the Enter (Return) key, Word automatically creates a new
paragraph. It is important to realise that Microsoft Word treats the area
between depressions of the Enter (Return) key as a paragraph for
formatting purposes.

Normally you will press the Enter (Return) key twice so that a blank line is
inserted between your paragraphs.

What is “Click and Type”?
e Enables you to double click on any blank area of your document and
immediately begin to enter text at that location.
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To use “Click and Type”

e Ensure that you are in Print Layout view by clicking on the View drop down
menu and selecting the Print Layout command.

o Double click on any empty area of the page. Word will move the insertion
point to that location.

e Type in your text.

3.2.1.2 Insert special characters and symbols.

What are special characters and symbols?

e There are only a limited number of keys on your keyboard and even when
you remember that you can use some keys in combination with the Shift key
to display different characters, this limits the number of characters which you
can see on your keyboard. You often need to insert other characters or
symbols, such as a copyright or trademark symbol.

To insert special symbols

e Position the insertion point at the location within the document where you
wish to insert a special symbol.

e Click on the Insert drop down menu and select the Symbol command. This
displays the Symbol dialog box. You can select a symbol and then click on
the Insert button to insert the symbol into the document.

Symbols l Special Characters ]

Font: |(n0rmal text)

Subset: |Basic Greek j

A

M

N

Y

oIxX[W v 2

a

3

n

M

A

§

KIA _|
7|0

6

U

w

M || O]

mal<™m
— =0

€
u
i

o |a |3

gld|=|0

m: o | —|I

01
Ylw
I-I:>'F1Kyj

¢n
P X
JIb

Recently used symbaols:

‘Q‘TM

®oje||¥|+|#[s[z]+]x|=|p]q]

GREEK CAPITAL LETTER OME... Character code: |03A9

AutoCorrect,., | Shortcut Key... | Shorteut key: 0349, Alk+X

from; |Unic0de (hex) j
Insert | Cancel |

e NOTE: Clicking on the drop down arrow in the Font section of the dialog box
allows you to view and select other fonts containing symbols, such as the
Wingdings font!
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Symbol

Symbols l Special Characters ]

|J ZapfDinghats
||

-
i ———
[alnlialelwlrlal

To use AutoCorrect to insert symbols
¢ AutoCorrect allows you to enter information such as (c) and this will
automatically be changed to the copyright symbol.

Entering this: Will automatically change to this:
(c) ©
r) ®
(tm) ™

To reverse the automatic changing of text by AutoCorrect

o If you enter (c) and it changes to the copyright symbol, then pressing the
Backspace key immediately will reverse the change. This is how we were
able to produce the pages you are reading!

3.2.2 Select Data

3.2.2.1 Select character, word, line, sentence, paragraph or entire body
text.

The importance of selection
e In many cases you need to select something within Word (such as a line of
text), prior to applying formatting information to the selected item!

Sometimes you do not need to select first!

e Normally when using a Windows based product such as Word the golden rule
is select first, then manipulate. However because Word recognises the
concepts of what a word is and what a paragraph is, in some cases you will
not have to select first. Thus if you wish to apply font (i.e. word) formatting,
such as making a word bold, then you only have to click anywhere within the
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word and then apply the font formatting, such as clicking on the Bold icon to
make the word bold. In the same way if you wish to apply paragraph
formatting to a whole paragraph, you need only click anywhere within the
paragraph to apply the formatting. For example to indent an entire
paragraph, click within it and then click on the Increase Indent icon located
on the Formatting Toolbar.

e
i

To select a character

e Click just in front of the character you want to select.

e Press the Shift key (and keep it pressed).

e Press the right arrow key.

o Release the Shift key.

To select aword

e Double click on the word.

To select aline

e Move the mouse pointer to the left of the line which you wish to select, until
the mouse pointer changes from an | bar to an arrow pointing upwards and
to the right. You are now in the “Selection Bar”, a hidden screen element.

¢ Click once with the mouse button to select the line.

To select a'sentence

¢ Move the mouse pointer within the sentence which you wish to select.
Depress the Ctrl key and then click within the sentence.

To select a paragraph

e Move the mouse pointer within the paragraph which you wish to select and
click three times.

To select all text

Press Ctrl+A
OR select the Select All command, located under the Edit drop down menu.

uuuuu

| ekt al ks |

an — - =
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3.2.3 Edit Data

3.2.3.1 Edit content by inserting new characters, words within existing
text, over-typing to replace existing text.

To insert text
¢ If you want to insert text into a document, click at the point you wish to
insert the next character or word and start typing.

To modify existing text

e If you want to change any text within your document, select the text which
you wish to change and start typing over the selected text. The text you type
in will replace the text you selected.

Using Overtype Modeto enter.text

¢ In Overtype mode, text overwrites the existing text.

e Position the insertion point where you want to type the new text.

e Press the Insert key to switch to overtype mode. The OVR indicator on the
status bar will be highlighted.

e When you begin typing, the existing text will be replaced with your new text.

3.2.3.2 Use the undo, redo command.

To use Undo to reverse your last actions
e From the Edit menu choose the Undo command
OR press Ctrl+Z
OR click on the Undo button on the Standard toolbar.

o Repeat as required to perform multiple undo actions.
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To repeat a command, action, or typing
e From the Edit menu, select Repeat
OR press F4
OR click on the Redo button on the Standard toolbar.

To undo or repeat a specific number of commands, actions;or typing changes

e Move the mouse pointer over the down arrow located to the right of the
Undo and Redo icons on the Standard toolbar and click the left mouse
button.

e A scrollable list is displayed from which you can select actions to redo or
undo.

-
Typing "the copyright sy
Resize Object

Paste

Resize Object ﬂ

Undo 1 Action

3.2.4 Duplicate, Move, Delete

3.2.4.1 Duplicate text within adocument or between open documents.

To copy text within a document

Select the text which you wish to copy.

e Click on the Edit drop down menu and select the Copy command.
Click at the position within the document to where you wish to copy the
selected text.

Click on the Edit drop down menu and select the Paste command.

To copy text from one document to another

¢ Within the first document, select the text which you wish to copy.

e Click on the Edit drop down menu and select the Copy command.

e Open, or switch to the second document to where you wish to copy the
selected text.

Within the second document, click at the position within the document to
where you wish to copy the selected text.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2005 www.cheltenhamcourseware.com



PAGE 32 - ECDL MODULE 3 (USING OFFICE XP) - MANUAL

Click on the Edit drop down menu and select the Paste command.

3.2.4.2 Move text within a document or between open documents.

To
[ ]

move text within a document

Select the text which you wish to move.

Click on the Edit drop down menu and select the Cut command.

Click at the position within the document to where you wish to move the
selected text.

Click on the Edit drop down menu and select the Paste command.

To

move text from one document to another

Within the first document, select the text which you wish to move.

Click on the Edit drop down menu and select the Cut command.

Open, or switch to the second document to where you wish to move the
selected text.

Within the second document, click at the position within the document to
where you wish to move the selected text.

Click on the Edit drop down menu and select the Paste command.

3.2.4.3 Delete text.

To

delete a'character

Place the insertion point to the left of the character to be deleted and press
Delete

OR place the insertion point to the right of the character to be deleted and
press Backspace.

To delete aword

Double-click on the word to be deleted and press the Delete key
OR place the insertion point to the right of the word to be deleted and press
Ctrl+Backspace.
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To

delete a line or lines

Place the mouse pointer in the left-hand margin, next to the first line of text
or first blank line to be deleted. The mouse pointer changes to an arrow
pointing up and to the right.

Click on the left-hand mouse button to select the line of text or the blank line
you wish to delete,

OR drag the mouse pointer down the left-hand margin to select the lines you
want to delete.

Press the Delete key.

delete a sentence

Depress the Ctrl key.

Place the mouse pointer anywhere on the sentence to be deleted.
Select the sentence by clicking the left-hand mouse button.

Press the Delete key.

To

delete a paragraph

Place the mouse pointer in the left-hand margin, next to the first paragraph
to be deleted.

To select the paragraph, double-click on the left-hand mouse button.

Press the Delete key.

To

delete a block of text

Select the block of text you wish to delete by dragging the mouse pointer
over the text with the left mouse button depressed. Once the text is selected
press the Delete key.

3.2.5 Search & Replace

3.2.5.1 Use the search command for a specific word, phrase.

What is "Find and Replace"?

The Find and Replace feature allows you to change a word or phrase
scattered throughout a document with one simple editing procedure, instead
of having to work your way through the document looking for them. You can
replace specific text, character formats or paragraph formats, and even text,
which has been formatted in a specific way, i.e. bold or italic text, or text
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formatted with a style. Note: Under the Edit drop down menu are two
similar commands Find and Replace. In fact, if you use the Find command,
it will display a dialog box with a Replace button which will still allow you to
search for a specific word or phrase and then replace it with a different word
or phrase.

To find text in a document

¢ Place the insertion point where you want to begin the search. Select the Find
command from the Edit menu, or press Ctrl+F to display the Find and
Replace dialog box.

e Type the text you wish to find in the Find what text box.

Find and Replace EW@

Find lRegIace] GoTo ]

Find what: || ﬂ

[ Highlight all items Found in:

J More ¥ | | Cancel |

¢ Click on the Find Next button to find the next occurrence of the text you are
looking for.

3.2.5.2 Use a simple replace command for a specific word, phrase.

To find and replace text in a document

¢ Place the insertion point where you want to begin the search. Select the
Replace command from the Edit menu, or press Ctrl+H to display the Find
and Replace dialog box.

o Type the text you wish to find and replace in the Find what text box.

Find and Replace

Frd  Replare | GoTo |

Find what: | ﬂ

Replace with; | -

More ¥ | | | | Cancel |

e Type the replacement text in the Replace with text box.
o Depending on the function you wish to perform, you can select from the
following:
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- Find Next: Finds the next occurrence of the selected word, phrase, or
format.

- Replace: Replaces this instance of the word, phrase, or format.

- Replace All: Will replace all occurrences of the selected word,
phrase, or format with the text in the Replace With text box.
Be VERY careful using this particular option,
as the results may not be what you expected!

If you started searching in the middle of the document, a message appears
when Word reaches the end of the document asking if you want to continue
the search at the beginning of the document. Select Yes to search the rest of
the document, or No to stop searching. Select Cancel to stop the search or
to close the dialog box.
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3.3 Formatting

3.3.1 Text Formatting

What is Word font (text) formatting?

This feature allows you to change the font type at the insertion point of the
document or, indeed, to change the font for any amount of selected text. This
enables you to give the text in your documents different looks and styles.

3.3.1.1 Change text appearance: font sizes, font types.

To change the font size or type

Select the text to which you wish to apply a different font. This can be any
amount of text in the document from a single character, a word, a sentence,
a paragraph, or the entire document.

A quick way to change the font type or size is to use the icons on the
Formatting toolbar.

o

B ruElEg .

; =9 T

T Courier New 10—
i Arial i1
& Impact "
® Verdana 14
T Arial Black 16
T Arial 13
& Arial Black 20
B Arial Marrow 22
&8 AvantGarde 24

T Eock Antiqua ~| |76 *

Keyboard shortcut for making text bigger or smaller

Select the text of which you wish to modify the font size.
To make the font bigger depress the Ctrl key and while keeping it depressed,

repeatedly press the ] key on your keyboard. Each time you press the ] key
the selected text will get bigger by a point size.

To make the selected text smaller use the same procedure, but use the
opening square bracket key.
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Using the Font dialog box
e From the Format menu, choose the Font command. The Font dialog box is
displayed.

Font ? E|
Font ] Character Spacing ] Text Effects ]
Fonk: Font: style: Sizes
|Regular |ID
Arial Elack Ttalic
Arial Marrow Bald 10
AvantGarde Bold Italic
Eook Ankigua
Font: color: Underline style:
Automatic j |(n0ne) j | J
Effects
[~ strikethrough I~ shadow I Small caps
I™ Double strikethrough ™ outine I~ &l caps
I™ Superscript ™ Emboss [~ Hidden
[~ Subscript [~ Engrave
Preview
Avial
This is a TrueType Font. This font will be used on both printer and screen,
Default. .. Ok | Cancel |

o Font: Also called a typeface, specifies the overall look of the character set.
Font Style: Determines the emphasis given to a character, i.e. Bold or Italic.
Size: Determines the size of the character in points.

e Underline: Determines underlining style.

Color: Determines the colour of the text.
Strikethrough: A strikethrough line is drawn through selected characters.

Double Strikethrough: Two strikethrough lines are drawn through selected
characters.

Superscript: Text is raised above its normal position on the text line.
Subscript: Text is lowered below its normal position on the text line.
Shadow: Adds a shadow behind the text.
Outline: Displays the inner and outer borders of each character.
Emboss: Text appears to be raised off the page in relief.

e Engrave: Text appears to be printed or pressed into the page.

Small caps: Text is formatted in small capital letters.
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All Caps: All text is formatted in capital letters.
Hidden: Characters are hidden on the page.

Preview: The effect of the font is displayed before you apply it.

3.3.1.2 Apply text formatting such as: bold, italic, underline.

To format selected text as bold or italic
o Select the text you wish to format as bold or italic.
e Click on the Bold or Italic icon in the Formatting toolbar.

B 7

To underline selected text in adocument
o Select the text you wish to underline.
e Click on the Underline icon in the Formatting toolbar.

u

e To switch off the underline re-click on the Underline icon in the Formatting
toolbar.

To.vary the type of underlining applied to selected text (such as single, double

or words only)

e Select the text which you wish to underline.

e Click on the Format drop down menu and select the Font command.

e Click on the down arrow next to the Underline option. This will display a
drop down list of options, as illustrated. Select the required option and then
close the dialog box.

Underline style:
{none) - |

(rone) [fa
—|words only B

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2005 www.cheltenhamcourseware.com



PAGE 39 - ECDL MODULE 3 (USING OFFICE XP) - MANUAL

3.3.1.3 Apply subscript, superscript to text.

To apply subscript or superscript formatting

e Select the text which you wish to format as subscript or superscript.

e From the Format menu, choose the Font command. The Font dialog box is
displayed.

e From within the Effects section of the dialog box, select either the Subscript
or Superscript command.

Effects

[ strikethrough [~ shadow [~ Small caps
™ Double strikethrough [~ outline [~ allcaps
[ Superscript I~ Emboss [~ Hidden
[ subscript [~ Engrave

Subscript: Text is lowered below its normal position on the text line. Take as
an example the chemical formula for water. If we type in H20, it is not
formatted correctly. We need to select the 2 within the formula and then
format it as subscript. The effect is illustrated below.

Before After
HO  HO0
Superscript: Text is raised above its normal position on the text line. Take
as an example Albert Einstein's famous formula relating mass and energy. If
we type in E=MC2, it is not formatted correctly. We need to select the 2
within the formula and then format it as superscript. The effect is illustrated.

Before
E=MC2

After
E=MC?

3.3.1.4 Apply case changes to text.

To change the text case

e Select the text of which you wish to change the case.

e Click on the Format drop down menu and select the Change Case
command. From the dialog box displayed, select the required case, and then
click on the OK button.
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Change Case

" Sentence case,
7 loweercase

Remember that you can get help about each of these options by clinking on
the question mark icon (top-right of the dialog box) and then clicking on an
option within the dialog box. In the example shown, help is displayed for
Sentence Case.

Flﬁ Sentence case.

Canpitalizes the first letter of the firstword inthe
selected sentences.

TITEC:

" tOGGELE cASE

3.3.1.5 Apply different colours to text.

To apply colours to selected text

Select the text to which you wish to apply a colour.
Click on the down arrow next to the Font Color icon, which will display a
drop down dialog box.

Click on the colour you wish to apply. De-select the selected text to see the
effect of your formatting changes!

|

=
1 |
| Automatic
EEEEEERER
EEEEEEEN
L B HEE
| | N E
More Colors...

To

apply different background colours to selected text
Select the text to which you wish to apply a background colour.

Click on the Format drop down menu, and select the Borders and Shading
command.

Within the dialog box displayed, select the Shading tab.
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Select the required colour, and then click on the OK button.

Borders and Shading E|E|

Fill Preview

Mo Fil
[T T T T TEE
EEEEEEEE -
NN Ho Fil
J 5 Y Y I
A [ O I
I [

T T T TR ore Colors...

Patterns
Skyle:

Apply to:
Clear -
":‘ J ‘Paragraph j
Show Toalbar | Horizontal Line. .. ‘ Cancel

3.3.1.6 Copy formatting from a piece of text to another piece of text.

To copy formatting using the Format Painter.

Select some text which has been previously formatted.
Click on the Format Painter icon. You will notice that the mouse pointer
shape has changed to the shape of a small painting brush.

54

Select the text to which you wish to copy the formatting to, and when you
release the mouse button (and de-select the newly selected text) you will see
that the formatting applied to the first block of text has been copied to the
newly selected text.

3.3.1.7 Apply an existing style to a word, a line, a paragraph.

What are Styles?

This feature allows you to define a group of paragraph and character formats
as a style, and then save the styles in a style sheet. A style sheet is a list of
styles, which are part of a document or document template. You can then
apply these styles to documents to save time formatting text over and over
by hand with the same styles.
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To apply a style

Select the text to which you wish to apply a style.

Click on the down arrow to the right of the Style box. The Style List box will
display Word styles which can be applied to part of a document.

Select a style and it will be applied to the selected text.

= | Times News Roman -

L g Clear Formatting

| Heading 1 "
Heading 2 1
Heading 3 1
Wermal 1

Tl ote

3.3.1.8 Use automatic hyphenation.

To set automatic hyphenation

Click on the Tools drop down menu and select the Language command.
From the sub-menu displayed select the Hyphenation command. This will
display the Hyphenation dialog box.

W‘ Table ‘Window Help
% 3peling and Grammar. .. F7 B = ’E‘ B M 1ee%
| | Language L3 | @ Set Language. .. 5
T Fix Broken Text... Translate. .. '_I
Word Count,.. Thesaurus... Shift+F7
'é] AutoSummarize. .. | Hyphenation... |
Soeech

To automatically hyphenate a document as you type, click on the
"Automatically hyphenate document" check box.

Hyphenation E|E|

[ idukarnatically hyphenate document:
[v Hyphenate words in CAPS

Hyvphenation zone: 0.63 cm El:
Limit consecutive hyphens ko; Mo limit 3:

Manual. .. | [o]'4 | Cancel |

From this dialog box, you can also set the "Hyphenation zone". This is the
distance from the right hand side of the page which will result in words being
automatically hyphenated. The smaller the value of the "Hyphenation zone"
the straighter the right hand edge of your text will be: - But more words will
be automatically hyphenated!
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To set manual hyphenation

Open the hyphenation dialog box (Tools > Language > Hyphenation).
Click in the Manual button. Help about the Manual button is illustrated
below.

f 2|
™ Automatically hyphenate document
¥ Hyphenate words in CAPS

Hyphenation zone: 0.63 cm 3:
Limit consecutive hyphens to: T limit 3:

Maral. .. | 0K I

Hyphenates the document and stops at each
hyphenation paint 50 you can accept, reject, ar
change the proposed hyphenation.

Cancel

If hyphenation is required, you will see a dialog box, as illustrated.

Manual Hyphenation: English (U.S.) E|g|
Hyphenate at:  [Tyran-no-sauffus
Yes | Cancel |

In this case Word is suggesting a hyphen before the 'us' at the end of the
word.

Tyran-no-saulbis

You can press Yes to accept this, or you click elsewhere within the word to
change the position of the hyphen, then click on the Yes button.

3.3.2 Paragraph Formatting

3.3.2.1 Insert or remove paragraph marks.

To.insert a‘jparagraph mark

Position the insert point at the location on the screen where you wish to
insert a paragraph mark.
Press the Return (Enter) key.

To remove a paragraph mark

Either position the insertion point just after the paragraph mark, and press
the Backspace key
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OR position the insertion point just before the paragraph mark, and press the
Del key.

3.3.2.2 Insert, remove soft carriage return (line break) marks.

To insert a soft carriage return (line break)

o Press the Enter key while depressing the Shift key. An example is shown
below, in which we have clicked on the Show/Hide icon to display the line
break character.

mning-a-line-break-

To remove a soft carriage return (line break)
¢ Click on the Show/Hide icon to display the line break character.
e Use normal deletion techniques to delete the line break symbol.

3.3.2.3 Align text left, centre, right, justified.

What is text alignment?

e The process of aligning text relative to the left and right margins and the
centre of the page will affect the way your documents look. Normally, and for
most office correspondence, text will be aligned to the left-hand side of the
page or column which results in a “ragged right” appearance. If text is
justified, the words will be aligned to the left and right margins as in
newsletters, magazines and newspapers where multiple columns are used.

To align text in a document

¢ _To align text, place the insertion point at the beginning of your new
document or where you want to enter new text
OR select the text you wish to align.

Use the alignment icons located on the Formatting toolbar.
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Select from the list to achieve the following results:

% Align Left: Aligns text flush with the left margin. This is the default
setting.

= Center: Centres text between the left and right margins.
= Align Right: Aligns text flush with the right margin.

- Justify: Spreads text evenly between the left and right margins by
expanding or reducing the space between individual words.

3.

3.2.4 Indent paragraphs left, right, first line, hanging.

Using the Indent icons

To quickly indent or un-indent a paragraph, you can use the Increase
Indent or Decrease Indent icons on the toolbar.

TN
il
1
"

To indenta paragraph

Select the paragraphs you wish to indent or place the insertion point in the

paragraph you wish to indent.
From the Format menu, select the Paragraph command to display the

Paragraph dialog box.
If not already displayed, select the Indents and Spacing tab.

You can choose from the following options:

Indentation

Left: 0 em El: Special: By
Right: |I:| cm il |Hanging j |IZI.5 cm jl

Left
Aligns the paragraph to the left-hand margin when you enter a positive

number. Entering a negative number will align the paragraph to the left of
the left-hand margin.

Right
Aligns the paragraph to the right-hand margin when you enter a positive
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number. Entering a negative number will align the paragraph to the right of
the right-hand margin.

Special
Determines whether the indent is to be a First Line or Hanging indent.
Special: By

v jozs A

Hanging

(none)
(Firsk line:

First Line
To indent the first line of the paragraph only.

Hanging
To create a Hanging indent.

None
No indentation.

By
Determines the distance of the indent from the margin, in tenths of an inch.
To increase or decrease the value, use the up or down arrows.

3.3.2.5 Apply single, double line spacing within paragraphs.

To adjust line spacing in a document

Place the insertion point where you want to enter new text with new line
spacing, or select the text of which you wish to modify the line spacing.
From the Format menu, click on the Paragraph command to display the
Paragraph dialog box.

Line Spacing

The line spacing is automatically specified according to the tallest character
on each line. The options for default line spacing include Single, 1.5 lines,
Double, At Least (current point size), Exactly, and Multiple Lines.

Line spacing: atk:

Single
The default setting. Specifies single spacing, does not add any additional
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space between lines.

1.5 lines
Specifies one and a half line spacing, and adds half a line of additional space
between lines.

Double
Specifies double spacing, and adds a single line of additional space between
lines.

At Least
Specifies the minimum amount of space between lines. Word for Windows wiill
add any additional space required.

Exactly
Specifies a fixed amount of space between lines. Word for Windows will not
add any additional space, even if it is required.

At
Specifies a customised amount of space between lines, in points or lines.

Multiple
In the At box, type or select the line spacing you want.

3.3.2.6 Apply spacing above, below paragraphs.

To controlspacing above and below paragraphs

e Position the insertion point within the paragraph of which you wish to alter
the spacing, or if you wish to modify paragraph spacing of more than one
paragraph at a time, select multiple paragraphs.

e Click on the Format drop down menu and select the Paragraph command.
This will display the Paragraph dialog box.

¢ Within the dialog box, change the Spacing section of the dialog box, modify
the spacing Before and After, as required.

Spacing
Eiefare: 0 pk S

After: 0pt

e Click on the OK button.

3.3.2.7 Set, remove and use tabs: left, centre, right, decimal.
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What are Tabs?

¢ This feature allows you to set left, centred, right, decimal, and dotted leader
tabs quickly and easily. This is not strictly a paragraph formatting feature,
but is included in this chapter for comparison with paragraph indenting.

To set or change tabs using the Ruler

e Select the paragraph(s) into which you wish to place the new tab stops.

o Make sure that the Ruler is displayed (if necessary click on the View drop
down menu and display the Ruler).

duuiugr - F

-

r

o Displayed at the extreme left hand side of the Ruler is the Tab type symbol.
Repeatedly click on this Tab symbol, until the required Tab type is displayed.

e To apply the selected Tab, simply click on the Ruler at the location where
you wish to apply the Tab stop(s).

El Used to insert a left aligned tab stop.
Used to insert a centred tab stop.
El Used to insert a right aligned tab stop.

|i| Used to insert a decimal tab stop (in which case numbers will line up on a
decimal point).

To setyechange or clear tabs using the drop down menus

e Select the paragraph(s) for which you want to set tabs, or place the insertion
point at the location where you want to start using the tabs. From the
Format menu, choose the Tabs command to display the Tabs dialog box.

e If you want to re-set all the tabs, select the Clear All button to remove any
existing tabs. If you want to adjust a specific tab, type its position in the Tab
Stop Position text box and choose the Clear button.
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Tabs E E|
Tab stop position: Default tab stops:
[ [1.27 em =
Tab stops to be cleared:
Alignment
{* Left 7 Certer " Right
" Dedimal (" Bar
Leader
* 1 Mone 2. 3
.o
| | Clear all |
4 | Cancel |

e To insert a new tab, type its position in the Tab Stop Position text box, or
select a position from the list. Select Left, Center, Right, Decimal or Bar
from the Alignment section to specify how the tab will be aligned.

¢ |In the Leader section, select 1, 2, 3 or 4.

Type 1 will give you no dot leaders,
Type 2 will give you a dotted line,
Type 3 will give you a dashed line,
Type 4 will give you a solid line.

You can set as many tabs as you want using the above method. To confirm

the tabs and return to the document, select OK or press Enter. The default
tabs are set at intervals of half-an-inch from the left-hand margin. Selecting
Clear All in the Tabs dialog box will return to the default tab settings.

3.3.2.8 Apply bullets, numbers to a single level list. Remove bullets,
numbers from a single level list.

What are Bulleted Lists?

¢ ' Bullets are used to set-off and emphasise sections of text and are symbols
such as dots or diamonds. You can select from a number of different bullet
types or create your own bullets. Any character available within your fonts
can be used as a bullet.

To apply bullets to a list using the Bullets icon
e Select the list to which you wish to apply number or bullet formatting.
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e Click on the Bullets tool within the formatting toolbar.

To remove bullet formatting from a list
o Select the list to which the bullet formatting information has been applied.
e Click on the Bullets icon on the Formatting toolbar.

To add numbering to a list using the Numbering icon
o Select the text you wish to re-format as a numbered list and select the
Numbering icon from the Formatting toolbar.

i
—
T —

3.3.2.9 Change the style of bullets, numbers in a single level list from
built-in standard options.

To apply alternate bullet formatting to a list

e Select the text to which you want to add bullets.

¢ From the Format menu select Bullets and Numbering, to display the
Bullets and Numbering dialog box.

Bullets and Numbering,

Bulleted luumbered ] Outline Mumnbered | List Skyles

Mone

+ » .
+
+ .
ooz,
84 | Cancel |

The Bulleted option tab should be displayed, if not, select it.
A list of different bulleted styles will appear.

Select a bullet style from the Bulleted folder.

Click on the OK button or press Enter.
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To add alternative numbering styles to a list

e Select the text you wish to re-format as a numbered list.

¢ From the Format menu select Bullets and Numbering, which will display
the Bullets and Numbering dialog box.

e Click on the Numbered tab.

Bullets and Numbering @g|

Bulleted  Mumbered l (Outline Mumbered ] List Skyles ]

0. 0

None 1. 1 .

2, 2) In.

f* Restart numbering " Continue previous list Custarnize...
Q CK | Cancel |

o Alist of different numbered styles is displayed, contained in small rectangular
boxes. Select the numbering format which you require.
e Click on the OK button or press Enter.

To control whether separate lists within.a document use continuous

numbering (or not)

¢ If you have a number of separate lists within your document, then you can
choose to have each list restart their numbering (normally at 1), or you can
choose that the number used at the end of one list is the starting number for
the next list. You can control this behaviour via the List numbering section
displayed at the bottom of the Bullets and Numbering dialog box.

{* Restart numbering " Continue previous list

3.3.2.10 Add a top and bottom border, box border and shading to a
paragraph.

What are Borders?

e Borders are often used to add emphasis and structure to document items
such as selected text, tables, newsletters and even whole pages. By simply
selecting an object, the Border and Shading feature in Word can draw lines
and boxes to enclose the object. You can also use a Text Box to enclose the
object and define the borders and shading of the Text Box in the same way.
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To add a border using the Border icon

e Place the insertion point within the paragraph to which you wish to add a
border.

e Click on the Outside Border icon.

o[ -4
3 1 outside Border |!

kL
1

e If you wish to use other types of border, click on the drop down arrow next to
the Outside Border icon and you will see a range of alternative border styles,
such as a top or bottom border, or a left or right border.

@12 - A

BHE ==
il B

Borders between the margins or around selected items!
¢ Be aware, if you want a “tight border” around, say a name, (as illustrated
below), then you would have to select the text first. If you did not select

specific text first, and applied a border, then this border would stretch from
the left margin to the right margin.

|David Murray|

To add a border to an object using the drop down menus
e Select the object, i.e. character, word, selected text, paragraph, graphic or
table which you want to enclose in a border and then from the Format

menu, click on'‘Borders and Shading. The Borders and Shading dialog
box appears.
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Borders @El

Borders ] Page Border ] 1
Setting: Style: Preview

El - Click on diagramn below or use
buttons ko apply borders

=3
=}
=]
@

m
o
=

&
(=]

@ Apply ko

| o] @] m| [

Cuskom
- |P\cture j
Show Toolbar | Horizonkal Line. .. | Cancel

Select the Borders tab within the dialog box. You can customise the border
you wish to use, using the following settings

Setting

Allows you to define what sort of border you wish to use, choose from Box,
Shadow, 3-D or Custom. If you are applying a border to a table, you will
also have the option of All and Grid.

Style
Allows you to define the sort of line which will be used for the border.

Color
Allows you to define the colour used by the border.

Width
Allows you to define the thickness of the border.

Preview
Allows you to preview the effect of the various formatting combinations you
have used to create your border.

To

remove.a border.from an object

Select the object, i.e. paragraph, graphic or table, from which you want to
remove the border and from the Format menu, choose Borders and
Shading. The Borders and Shading dialog box appears with the Borders
folder displayed.

Select None from the Preset thumbnail border types.

To remove the border, choose OK, or press Enter.

To

add a Page Border
From the Format menu, choose Borders and Shading. The Borders and
Shading dialog box appears with the Borders folder displayed.
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e Select the Page Border tab and from the Setting section of the dialog,
select the required effect, i.e. Box, Shadow, 3-D etc.

Borders and Shading E|E|

EBorders
Setting: Preview

Click on diagram below or use
buttans ta apply borders

| | m m| [

Automatic -
3D -
v T | .
et ~| | Apply to:
Custom
Ark: ‘Whole document ﬂ
(none) =
Options...
Show Toolbar | Horizontal Line. .. ‘ Cancel

You can select from a range of line styles, colours, widths and Art effects.
e Click on the OK button.

What is shading?

¢ You can add borders and boxes to headings, text, pictures and tables to give
them more emphasis and make them stand out. Borders can have a shadow
around them or be shaded in various patterns. You can also remove their
lines or “edges”.

To add shading

e Select the text, or other object, you wish to format.

e Select Borders and Shading from the Format menu. The Borders and
Shading dialog box is displayed.

e Select the Shading tab.

Borders and Shading El@l

Borders 1 Page Border §hadlngl

Fill Preview

Mo Fill
[(TTTI TR
ST —
ENEEEEEN e Fil
I [ [ [
NN EEE
BT ECEET

RETTT N More Colors...

Patterns
Skyle:

“:| et j r;ai::gtr.:ph j
| El
Show Toolbar | Horizontal Line. .. | Cancel

Fill: Sets the shading for the background colour.
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Style: Sets the visual pattern or colour depth of the shading.
Color: Sets the shading for the foreground colour.

Select OK or press Enter.

To format white text on a black background

Select the text, or other object, you wish to format.

Select Borders and Shading from the Format menu. The Borders and
Shading dialog box is displayed.

Select the Shading tab.

From the Style drop down list, select Solid (100%6) shading.

Click on the OK button, de-select the selected text and the text will be
displayed as below.

hite Text on a Black Background

3.3.3 Document Formatting

Document Formatting Options

Most formatting options within Word are found under the Format drop down
menu. The Document setup options are located under the File drop down
menu and accessed via the Page Setup command.

Margins ] Paper ] Layouk ]

Margins

Top: 2,54 o =
Left: 3.05 cm E|_ Right: |2.54 cm E|:
Gukter: 0cm = Gutter position: [Left hd

Crientation

CIRES

Partrait Landscape
Pages
Multiple pages: |N0rmal

Lo

Preview
Apply ko

This section -

Cancel

NI

Default...
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3.3.3.1 Change document orientation — portrait or landscape. Change
page size.

Page Size and Orientation
e This feature allows you to control the paper size and orientation of a page.
Here you can specify different sizes for your pages.

To select a page size for the paper you are printing to

o Select the Page Setup command from the File drop down menu.

o Ensure that the tab is selected so that the Paper folder is displayed and
select the paper size you wish to use from the Paper Size drop down list as
illustrated.

Page Setup

Margins Paper l Layout ]

Paper size:

Letter -

A3
Papersoarte

To set the page orientation
e To select the paper orientation, click on the Portrait or Landscape buttons
in the Orientation section.

Page Setup

] Paper ] Lavout ]

Matgins

Top: 254 =
Left: 3.05 cm 3:
Gutker: 0cm 3: GL

Crientation

Portrait Landscape

3.3.3.2 Change margins of entire document, top, bottom, left, right.
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What are Page Margins?

On any page, or in any position in a document, you can change the top,
bottom, right and left margins. You can change margin settings for the whole
document, for document pages from the position of the insertion point, or
even for a single paragraph of a single page.

To

set margins using the Page Setup command
From the File menu choose the Page Setup command, the Page Setup
dialog box is displayed. If it is not already displayed, select the Margins tab.

Page Setup

Margins

Taop! 2.54 cm 3: Bottorm! |3.05 cm 3:
Left: 3.08 cm 3: Right: |2.54 cm 3:
Gutker: 0cm = Gutter position: |Left b

Top: To set the top margin.

Bottom: To set the bottom margin.

Left: To set the left-hand margin.

Right: To set the right-hand margin.

Gutter: To set the gutter margin width between pages to allow for binding
etc.

There are also several other options available under the Margins tab

From Edge Header: To adjust the distance of the Header from the top
margin on a page.

From Edge Footer: To adjust the distance of the Footer from the bottom
margin on a page.

Preview: To display the adjustments made to margins.

Mirror Margins: This check box option ensures margins are the same
between left and right pages.

Apply To: To apply the margin adjustments to the Whole Document or
Selected Text.

To set the margins, choose OK or press Enter.

3.3.3.3 Insert, delete a page break in a document.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2005 www.cheltenhamcourseware.com



PAGE 58 - ECDL MODULE 3 (USING OFFICE XP) - MANUAL

To insert a hard (manual) page break

e Place the insertion point where you want to end one page and start another.
Press Ctrl+Enter. (If you are viewing the document in '‘Normal' view, the
page break will look as illustrated below)

To delete a hard (manual) page break

¢ If you want to delete a hard page break, change to Normal View, place the
insertion point below the hard page break (the dotted line) and press
BACKSPACE.

3.3.3.4 Add, modify text in Headers, Footers.

What are Headers and Footers?

¢ Headers and Footers allow you to insert information at the top or bottom of
every page. This information normally consists of chapter headings, page
numbers etc. You can see header and footer information on your screen when
in Print Layout View and Print Preview, but not in Normal view.

To create a header or footer

e From the View menu, select the Header and Footer command. If necessary
Word automatically changes to Print Layout view and the Header and
Footer toolbar is displayed, as illustrated.

Header and Footer -

Ingert AukoText = & M B E & O, Cose

¢ Outlines of the Header and Footer text entry boxes appear at the top and
bottom of the page.

Header el
r 1
|

Header and Footer -

Insert AutoText » B WM& T F 5 dose
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Header and Footer -

Insert AuboText = @ @ @ A0 By <|5' E,', Close

Footer

Select the Header or Footer from the toolbar. You can change between
them by clicking on the Switch Between Header and Footer button.

=5

Insert the text for the Header or Footer in the appropriate text entry box.
When you have entered your Header and Footer text, click on the Close
button on the Header and Footer toolbar.

NOTE: Clicking on the appropriate Header and Footer toolbar buttons will

enable you to insert the current page number, time, or date in the header or
footer.

= Toggles between the header and footer sections, allowing you to edit the
header and footer.

& Shows the previous section header/footer (only useful where a document
is made up of multiple sections).

T Shows the next section header/footer (only useful where a document is
made up of multiple sections).

=% Section headers/footers should be the same as the previous section, or
new.

Inserts page numbers into the header or footer.
Inserts the current date.

&) Inserts the current system time.

ol Opens the Page Setup dialog box.

& Displays or hides document text.

gesz | Closes the toolbar.
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To modify a header or footer

¢ From the View menu, select the Header and Footer command. Edit the
text using the normal text editing techniques.

3.3.3.5 Add fields in Headers, Footers: date, page number information,
file location.

What are Word Fields?

e Fields are codes which can be inserted into a Word document to automate
your work in some way, or make the use of Word more effective. For
instance, you can use fields to automatically generate a table of contents at
the start of a long document, or use different fields to insert the current time
or date. In some cases you must consciously insert a field code, in other
cases Word automatically inserts a field code in the document for you.

¢ You will often need to open the Field dialog box, to really get the best effect

from using Fields. This is opened by selecting the Field command from the
Insert menu.

Field @)X
Please choose a Field Field properties Field options
Categories: Forrnat:

(ally - [ Add path to filename

Field names: II.:Dt-\Iterca_steI
irst capital

CreateDate rs Title case

Database

Date

DocProperty

DocYariable J

Edit Time

Ei

FileSize

Fill-in

z0ToButton

Greetingline

Hyperlink,

IF

IncludePicture ﬂ

Description:
The document's name and location

[+ Preserve Formatting during updates

Field Codes Ok | Cancel

What is an.automatically updating field?

e You can insert the date as 'hard text' or as a field. If you insert the date as
hard text, then the date once inserted will not update automatically if you
open or print the document at a later date. If the date is inserted as a field, it
looks normal on the screen and when printed, but will automatically update if
you open or print the document at a later date.
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To insert a date field which will update automatically each time a document is
opened

Position the cursor within the document at the position where you wish to
insert the date.

Click on the Insert drop down menu and select the Date and Time
command. This will display the Date and Time dialog box, as illustrated.
Make sure that the Update Automatically box is checked.

Date and Time

Available formats: Language:

|Engiish (U.5.) |

Tuesday, September 10, 2002
September 10, 2002
9i10/02

2002-09-10

10-5ep-02

S.10,2002

Sep. 10, 02

10 September 2002
September 02

Sep-02

9/10/2002 12:12 PM
Q/10/2002 12:12:00 PM
12112 PM

12i12:00 PM

12:12

1211200

Default... (a4 | Cancel

Click on the OK button.

To insert a date which.will not be automatically updated.

Position the cursor within the document at the position where you wish to
insert the date.

Click on the Insert drop down menu and select the Date and Time
command. This will display the Date and Time dialog box.

Make sure that the Update Automatically box is not checked.

Click on the OK button.

To insert page numbering into a header or footer

From the View menu, select the Header and Footer command. Word
changes to Print Layout view and the Header and Footer toolbar is
displayed.

Position the insertion point within your header or footer at the location where
you wish to insert the page number, and then click on the Insert Page
Number icon.

e
Insert Page Mumber
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Inserting numbering using the X of Y format

e Sometimes, when you are producing a long document you may want to use a
header in the format of say Page 1 of 6 (assuming you have a six page
document). To do this, from the View drop down menu, select the Header
and Footer command. Word changes to Print Layout view and the Header
and Footer toolbar is displayed.

e Position the insertion point within your header or footer, at the location where
you wish to insert the page numbering (using the X of Y format).

e Click on the Insert AutoText button within the toolbar. Select Page X of Y
and the page numbering will automatically be inserted for you, in the
required format.

Header and Footer hd

Insert AukoText ~ 4] @ 0B = F O, dose

- PAGE -

Author, Page #, Date
Confidential, Page #, Date
Created by

Created on

Filename

Filename and path

Last printed

Last saved by

Page ¥ of ¥

To insert the date or time into a header or footer

¢ From the View menu, select the Header and Footer command. Word
changes to Print Layout view and the Header and Footer toolbar is
displayed.

e Position the insertion point within your header or footer at the location where
you wish to insert the date, and then click on the Date icon.

47]
e To insert the time, click on the Time icon.

@

To insert the author's name into a header or footer

e From the View drop down menu, select the Header and Footer command.
Word changes to Print Layout view and the Header and Footer toolbar is
displayed.

e Position the insertion point within your header or footer, at the location where
you wish to insert the Author’s name. Click on the Insert AutoText button
within the toolbar. Select Created by and the author's name (as stored
within Word) will automatically be inserted for you.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2005 www.cheltenhamcourseware.com



PAGE 63 - ECDL MODULE 3 (USING OFFICE XP) - MANUAL

Header and Footer -

Insert AutoText + E @ @ o By E <ﬁ' E,', Close

- PAGE -

Author, Page #, Date

Confidential, Page #, Date

Created by

Created on
Filename
Filename and path
Last printed

Lask saved by

Page ¥ of ¥

NOTE: The author's name is picked up from the name supplied to Word
during the installation process when Word was originally installed onto your
PC. To change this name, click on the Tools drop down menu and select the
Options command. From the dialog box which is displayed, select the User
Information tab and edit as necessary.

Options
View ] General ] Edit ] Prink ] Save ]
Security ] Spelling & Grammar ] Track Changes ]
User Information l Compatibility ] File: Locations

User information

Mame:

|David Murray

Initials:

I

insert the author's name, date and page numbering into a header or footer
From the View drop down menu, select the Header and Footer command.
Word changes to Print Layout view and the Header and Footer toolbar is
displayed.

Position the insertion point within your header or footer, and then click on the
Insert AutoText button within the toolbar. Select Author, Page #, Date
and all three items will automatically be inserted for you.

Header and Footer hd

Ingert AutoText ¥ B & >3 M E F 5 cose

- PAGE -

Author, Page #, Date |

Confidential, Page #, Date
Created by

Created on

Filenamne

Filename and path

Last printed

Last saved by

Page ¥ of ¥

Header

‘David Muwray Page 1 9/10/2002}
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To insert the file location

e From the View drop down menu, select the Header and Footer command
and the Header and Footer toolbar is displayed.

e Position the insertion point within your header or footer, and then click on the
Insert AutoText button within the toolbar. Select either Filename or
Filename and path, as required. Once saved this field will change to reflect
changes in either the filename or the storage location of the file.

3.3.3.6 Apply automatic page numbering to a document.

What is Page Numbering?

e This is an extremely useful feature which allows page numbers to be inserted
automatically, rather than manually. As you add or remove pages then the
page number, as displayed in your header, will change automatically.

To number pages within a document

e Choose the Page Numbers command from the Insert menu to display the
Page Numbers dialog box. To position your page number, you can choose
from the following options.

Page Numbers

Position: Preview

‘Top of page (Header)

Aligriment:

[¥ Show number on First page e —
Farmat. .. Ok | Cancel
Position

Page Numbers

Position:

Biottom of page {Footer) -

|Top of page (Header

Header: Places the page number in the header at the top of each page.
Footer: Places the page number in the footer at the bottom of each page.

Alignment
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Page Numbers

Position:
|Bu:-ttc-m of page (Footer) j

Alignment:
[Fight -

Left
Center

Inside
Dukside

Left: All page numbers are aligned with the left margin.

Right: All page numbers are aligned with the right margin.

Center: All page numbers are centred between the margins.

Inside: Page numbers are placed on the inside margin of facing odd and
even pages.

Outside: Page numbers are placed on the outside margin of facing odd and
even pages.

To install the page numbers, click on the OK button or press Enter.
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3.4 Objects

3.4.1 Tables

What are Tables?

¢ This feature enables you to create tables in order to organise items in
columns and rows, instead of calculating tab settings. In many cases it is
better to organise your data within a table rather than using tab stops. The
advantage of using a table is that text will flow from one line to the next
within the table. Tables are much more flexible than Word columns, they are
easier to manipulate and are correctly displayed on-screen in Normal view
(unlike columns).

3.4.1.1 Create a table ready for text insertion.

To create a table using the Insert Table icon

e The quickest way to create a table is to use the Insert Table icon on the
Standard toolbar.

¢ Place the insertion point where you want the table to be inserted.

¢ Click on the Insert Table icon and drag the mouse over the grid to select
the number of rows and columns you require.

EE

Entering data into a table
e Click on any cell and insert text. To move from cell to cell use the Tab key.

34.1.2 Insert, edit data in a table.

To insert data into a table
¢ Click within the cell where you wish to enter your data, and start typing.
Press the Tab key to move to the next cell within the table.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2005 www.cheltenhamcourseware.com



PAGE 67 - ECDL MODULE 3 (USING OFFICE XP) - MANUAL

To edit data within a table

e Click within the cell which contains the data which you wish to edit. Use the
normal word-processing editing techniques to edit the data within the cell.
Press the Tab key to move to the next cell within the table.

3.4.1.3 Select rows, columns, cells, entire table.

To select parts within a table, using the Table drop down menu

e Click within the table at a location where you wish to select a cell, row or
column.

e Click on the Table command, click on Select and from the submenu select
the required item, Table, Column, Row or Cell.

Table | Window  Help
Delete 3 a = @

| Select 4 | | Table

4

1 'ﬂ Table AutoFormat. .. Colurnn

m[lll B

Convert [3 Row

Table Properties... Cel

¥

3.4.1.4 Insert and delete rows and columns.

To insert.a column or row into the table

e Select the column or row where you want to insert a new column or row.

e From the Table menu, select the Insert Columns or Insert Rows
command.

To delete a column or row within a table
e Select the column(s) or row(s) you want to delete and then from the Table
menu, choose Delete Columns or Delete Rows.

To insert rows or columns using toolbar icons.

e Select a row or column and then click on the icon in the Standard toolbar
which is normally used to insert a table. You will notice that the icon has been
renamed to Insert Row or Insert Column, depending on what you
selected.
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- uu
@or = or ﬁ

table row column

Tables and the Del key

o If you select a row or column and press the Del key, then only the data
contained within the selected area is deleted (i.e. not the row or column
itself).

o However if you select a few rows at the top or bottom of a table AND ALSO a
line above or below the table, then depressing the Del key will remove this
line PLUS the selected rows of the table.
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3.4.1.5 Modify column width, row height.

To

specify row height

Select a row.

Click on the Table drop down menu select the Table Properties command.
The Row tab should be selected.

¢ Click on the Specify Height check box, and enter a value next to this.

e Click on the OK button to apply the change.

To specify column width (the long way)

e Select a column.

e Click on the Table drop down menu select the Table Properties command.
The Column tab should be selected.

e Click on the Preferred width check box, and enter a value next to this.

¢ Click on the OK button to apply the change.

To specify column width (the easy way)

Move the mouse pointer to the vertical border, to the right of the column of
which you wish to change the width. You will notice that the mouse pointer
shape changes when you are pointing exactly at the vertical border. When
the mouse shape changes, depress the mouse button and drag to the left or
right to change the width of the column. When you release the mouse button
the change will be applied.

3.4.1.6 Modify cell border width, style and colour

To
[ ]

add a border to a table

Click once within your table.

Click on the Table drop down menu and then click on the Select command.
From the sub-menu displayed, click on Table. This will select the entire table
for you.

Table | Window  Help

Delete

-

O & = (4]

| Select » | | Tahle |

7 ﬂ Table AutoFormat. .. Colurmn

- |

Conwert » Row

Table Properties. ., Cell

¥
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e Once the table is selected click on the down arrow next to the Border icon
(on the Formatting toolbar) to select and apply border formats to your table.
De-select your table to view the results.

"rd:?viv

M
_|_

To specify a border width, style and colour.

¢ Click within the table of which you wish to charge the border width or style.

e Click on the Format drop down menu and select the Borders and Shading
command.

o If necessary, select the Borders tab of the dialog box.

Borders and Shading

Borders l Page Border ] Shading ]
Setting: Skyle: Preview

EI - Click on diagram below or use
Hone buttons ko apply borders

’ﬁ x| |
’7 o J
] %
. Color
E Grid .
14 pt - Apply o

’ﬁ e |Table j
_opors. |

Show Toolbar | Horizontal Line. .. | ,Tl Cancel |

o Select the style as required. You can use the scroll bars within this part of the
dialog box to display a wide range of options as illustrated.

Borders and Shading

Borders ] Page Border I Shading ]

Setking: Style:

o Select the width as required. You can use the scroll bars within this part of
the dialog box to display a wide range of options as illustrated.
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T
e
i3

e Select a colour as required from the Color section of the dialog box.
Click on the OK button to apply your selections.

3.4.1.7 Add shading to cells.

To apply shading to cells within a table.

e Select particular cells within a table, or select the entire table.

e Click on the Format drop down menu and select the Borders and Shading
command.

o If necessary, select the Shading tab of the dialog box.

Borders and Shading

Borders ] Page Border §had|ng]

Fill Preview

Mo Fill
[T T T T TrE
ST —
AN EEN o Fil
EENNNENE
W
W ECEEC

Frrrrrrer Maore Calars, ..

Patterns
Style:

Apply fo:
l
":‘ = ﬂ |Table ﬂ
| I]
Show Toolbar | Horizonkal Line. .. | Cancel

o Select the required colour, and then click on the OK button.

3.4.2 Pictures, Images and Charts
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Using pictures within Word

e Word is a graphical word-processor. This means that as well as allowing you
to type text into Word you can also insert pictures. These pictures may take
the form of clip art (a gallery of picture images which is supplied with Word),
graphs (charts) or even movies! Make the best of these features, they can
really brighten up your documents!

3.4.2.1 Insert a picture, an image, a chart into a document.

To insert Clipart
o Make sure that the Drawing toolbar is displayed. If it is not, then click on
the Drawing icon displayed within the Standard toolbar.

i

e Click at the location where you wish to insert the clipart picture.
¢ Click on the Insert Clip Art icon, located in the Drawing toolbar. You will
see the Clip Art options displayed to the right of your screen.

W Insert Clip Art - x
Search For

Search text

|
R

Other Search Options

@ s online

e In the Search section enter a search word such as computers. Then click on
the Search button. Matching Clip Art will be displayed, as illustrated.
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] Insert Clip Art * X

Results:

5
@, |

=

Madify
J See also
| clip organizer, .
@ Cips online
Tips fFor Finding Clips

o If necessary use the scroll bars to display the required picture.
e Click on the picture which you wish to insert.
Eile  Edit Wiew Insert  Format  Tools  Table  Wind
bedas®n SRV B
£ Mormal - Times Mew Roman = 12 ~ B F
LE- 1 1 1 2 3 4 g £
To insert a picture held as afile on your hard disk
(]

Click within your document at the location where you wish to insert the
picture.

Click on the Insert drop down menu and select the Picture command.
From the submenu displayed, select From File.

v | Imsert | Format Tools  Table  Window  Help
7 Page Murmbers... <t - o
Date and Time... =
L -8 1o E=E
= Field. .. —
S BT
Symbol. ..
Reference 3
Picture 3 | Q Clip Ak,
¥
=z IE From File. ..
@} Autoshapes
‘4[ Wardart...
[ﬂ Chart
¥
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e Use the dialog box which is displayed to select the required file. You may
have to select a different drive or folder if the file is stored in a different
location. You will see a preview of the selected file, as illustrated.

Insert Picture El El

Laak in: |@ My Pictures j @ (B - Tools ~
p

My Documents Sample Pictures

Faworites

=]
o= File name: ‘
My Metwork
Places Files of type: ‘A\I Pictures j Cancel

¢ Once you have selected the required file, click on the Insert button.

To insert a chart into a document
e Click at the location within the document where you wish to insert the chart.
Click on the Insert drop down menu and select the Picture command. From

the submenu click on Chart.

Insert | Format  Tools Table ‘Window Help

" Break... <

Page Mumbers. .. B 7 U
Sz

N

= Date and Time, .. |

Symbal...

4 Comment

| Pickure bR dipart..
W Hyperlink,..  Cirl+K From File. ..
v

¥

e A chart will be inserted into the document.

A B £ '3
TwiOn  feddn__dow _AmOm |
[ — T T I T}
West | W ni Hi i
LU | " ®a 5 iR}
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3.4.2.2 Select a picture, image, chart in a document.

To select a graphic

e Click once on the graphic. The selected graphic is surrounded by 8 'handles'
(small black squares) as illustrated. The same technique applies to pictures,
images or charts.

=

3.4.2.3 Duplicate a picture, image, chart within a document, between
open documents.

To copy a graphic within a document

¢ Select the graphic you wish to copy by clicking on it once.

¢ Click on the Edit drop down menu and select the Copy command.

e Click within the document at the location to where you wish to copy the
graphic.

¢ Click on the Edit drop down menu and select the Paste command.

To copy a graphic between open documents

e Select the graphic you wish to copy by clicking on it once.

e Click on the Edit drop down menu and select the Copy command.

e Switch to, or open the second document to which you wish to copy the
selected graphic.

e Click within the second document at the location to which you wish to copy
the graphic.

¢ Click on the Edit drop down menu and select the Paste command.

3.4.2.4 Move a picture, image, chart within a document, to another
document.
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To move a graphic within a document

o Select the graphic you wish to move by clicking on it once.

e Click on the Edit drop down menu and select the Cut command.

e Click within the document at the location to which you wish to move the
graphic.

e Click on the Edit drop down menu and select the Paste command.

To move a graphic between open documents

e Select the graphic you wish to move by clicking on it once.
Click on the Edit drop down menu and select the Cut command.

e Switch to, or open the second document to which you wish to move the
selected graphic.

e Click within the second document at the location to which you wish to move
the graphic.

¢ Click on the Edit drop down menu and select the Paste command.

3.4.2.5 Resize a picture, image, chart.

To visually resize a graphic within a document using the mouse

e Select the graphic by clicking on it once.

e Move the mouse pointer to one corner of the selected graphic, until the
mouse pointer changes to a line at 45 degrees with an arrowhead at each
end.

o Depress the mouse button and drag to resize the image within the document.
Release the mouse button.

Toresize a graphic to an exact size
Select the graphic by clicking on it once.

e Right click on the graphic to display a popup menu, and select the Format
Picture command (sometimes you may see a different command displayed
such as Format AutoShape)
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Zut

Copy

B i 2<

Paste

Show Picture Toolbar
Borders and Shading. ..

Capkion...

Farmat Picture. ., |

s
2

Hyperlink. ..

The Format Picture dialog box will be displayed. Select the Size tab, as

illustrated.

Colars and Lines l Layout ] Pickure: l ] Web ]
Size and rotate
Height: 6,74 cm E|: width: 9 =
Rokation: El
Sicale
Height: 33 % 3: Width: 33 % 3:
I¥ Lock aspect rakio
v Relative to original picture size
Original size
Height: 20,32 cmi Width: 27.09 cm
Reset
(o4 | Cancel |

If you want the graphic to retain its original shape ratio make sure that the
Lock aspect ratio option is ticked. This means that that the picture will
retain its original shape and you will only change its size.

With the Lock aspect ratio option ticked, entering a new value in the
Height section of the dialog box will automatically change the value
displayed in the Width section of the dialog box.

If you deselect the Lock aspect ratio option you will need to enter a new
Height and a new Width.
Click on the OK button to confirm your changes.
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3.4.2.6 Delete a picture, image, chart.

To delete an image
e Click once on the image to select it.
o Press the Delete key.
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3.5 Mail Merge

3.5.1 Concept and Practice

3.5.1.1 Understand the term mail merge and the concept of merging a
data source with a main document such as a letter or alabel document.

What is Mail Merging?

¢ The Mail Merge feature is used to insert variable data into a fixed format by
combining two files into one file. Two files need to be created before you can
merge them, these are the data file and the main document file. The variable
information, such as names and addresses, is stored in the data file ready to
merge into the main document file. The information which remains constant
and the field names are stored in the main document file, where each field
name relates to a field name in the data file. The data in the two files is
merged as a series of personalised letters or envelopes.

Standard
Letter

e
Mail
Merge = [
Contact names
and addresses

3.5.1.2 Open, prepare a main document for a mail merge by inserting
data fields.

PLEASE NOTE: The rest of this mail merge section is identical to the WORKBOOK
instructions, as it important to follow through these instructions to properly
understand them!

Creating a new main document and merging to a personalised letter

e Click on the New icon to create a new document.

e Click on the Tools drop down menu and select the Letters and Mailing
command.
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From the submenu select Mail Merge Wizard.

P
t | Tools | Table ‘Window Help

% speling and Grammar... F7

Language »

ma
— Fix Braken Text...

word Count,..

] BukoSummarize.
Speech

i5r Track Changes Ctrl+3hift+E
Compare and Merge Documents. ..
Protect Document. ..

©nline Collaboration »

Letters and Mailings 3 Mail Merge Wizard, ..

Tools on the Web, .. Show Mail Merge Toolbar
Macro * |=1 Envelopes and Labels...

Templates and Add-Ins... Letter Wizard,..

T AutoCorrect Options, .,

You need to select a document type, such as Letters.

Mail Merge * X

select document bype

what bype of document are wou
working on?

* Lethers
E-mail messages
Envelopes
Labels

Directory

Letters

Send letters to a group of people,
“fou can personalize the letter that
each person receives,

To continue, click on the Next link at the bottom-right on the screen.

J Click Mext to confinue,
Step 1 of &

B ek Starting document

Mext wizard step

The next screen allows you to specify which letter to use as the main
document. In this case we will use the current document.
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CEX
- X
4 Mail Merge - X

Select starting document

Howe do you want to set up your
letters?

® se the current document
Stark From a template
Start From existing docurment
Use the current document
Start from the document shown

here and use the Mail Merge wizard
ta add recipient information,

To continue, click on the Next link at the bottom-right on the screen.

The next screen allows you to select a recipient. In this case we will use an
existing list.

@ Mail Merge - X
Select recipients
* |se an existing list
Select: from Outlook contacts
Type a new list
Use an existing list

Use names and addresses from a
file or a database.

Browise. ..,

To continue, click on the Next link at the bottom-right on the screen.
You can then select an existing data file using a dialog box, similar to that
illustrated below. You may have to change to a different folder. In this case

we have changed to the My Documents folder, and selected a file called
MAIL MERGE DATA.

Select Data Source

)X
Look in: |J—J My Documents j & - @ X o - Tools ~

My Data Sources
;Q;—,l dMy Music
sty 1y Pictures

My ‘Webs
E:'] MAIL MERGE DATA

My Documents

=]
Desktop
[*]
Favarites
=
= Fil .
= fle name: | =] newsoce.. | Open
My Metwork.
Places Files of type: ‘AI\ Data Saurces j Cancel

Once you have selected a data file, and clicked on the Open button, you may
see a dialog box, as illustrated below.
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Mail Merge Recipients @@

Ta sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons to add or remove recipients from the mail merge.
List of recipients:
| Firstname | Title ¥ Secondname | ¥/ Department
| David [ Mr [ Murray | Marketing
Rowan Ms Smith Sales
Lou Mrs Brown Marketing
Elliat M Srmith Production
Allison Mrs Buck. Sales
Ann Miss Trout Packaging
Select Al | Clear all | Refresh |
Find. .. | Edi... | yalidate |

¢ If everything appears to be in order, click on the OK button.

e To continue, click on the Next link at the bottom-right on the screen. The
next screen allows you to write your letter.

44 © Mail Merge - X

Write your letter

If wou have not already done so,
write wour letber now,

To add recipient information to
wour letter, click a location in the
document, and then click one of
the items below,

F‘] address block, ..
|T'] areeting line. ..

* Electronic postage. ..
llll Postal bar code...

El Maore items...

When you have finished writing
wour letker, click Mext, Then you
can preview and personalize each
recipient's letter,

¢ Enter the following text to create a new letter, as illustrated.

There will be a meeting to discuss the new marketing strategy at 2 pm
next Tuesday. Please confirm that you can attend as soon as possible.

David Smith
Head of Marketing
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2l Documents - Microsoft Word g@ g

Fle Edt Yew Insert Format Jools Table Window Help

DeEHan al v -@.
£ Hormal « Times New Roman  » u = R Y.
L 15.1.2 g Ces e A =| € © MailMerge >3

- Write your letter
) TF you have not slready done so,
write your letter now.

To add recipient information to
your letter, click 2 location in the
dacument, and then dlick one of
the kems below,

[F] Address block...

[=] Gresting ine...

% Electroric postage. ..
There will be 2 mesting to discus the new marketing strategy at 2 pm nest Tuesday.

III Postal bar code. ..
Flease confirm that you can attend as soon as possible.

Bl moreitems...
David Smith “when you have finished writing
R Head of Marketing | your letter, click Mext. Then yau
o can preview and personalize each

recipient's letter.

¢ We have now created the body text of our letter, next we need to add the
fields which will personalise the document.

e Click at the top of the document at the location you would wish to insert the
name and contact details of the person to whom the document will be sent. If
you look at the right of the screen you will see the following.

Write your letter

If wou have not already done so,
wirite your letter now.

To add recipient information ta
wour letter, click a location in the
document, and then click one of
the items below,

Fj Address block. ..
D Greeting line. ..

* Electranic postage. ..
II Postal bar code. ..

Bl More items...

‘When you have finished writing
wour letter, click Mext, Then yvou
can preview and personalize each
recipient's letter,

¢ Click on More Items and you will see the following dialog box displayed (the
information in this dialog box comes from our Data file).

Insert:
" Address Fields (* Database Fields

|Firstname
Secondname
Department

H
Makch Fields... | Insert | Cancel |

e Click on Title and then click on the Insert button. Click on the Close button.
e Press the spacebar (to insert a space).
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e Click on More Items once again.

e Click on firstname and then click on the Insert button. Click on the Close
button.

e Press the spacebar (to insert a space).

¢ Click on More Items once again.
Click on secondname and then click on the Insert button. Click on the
Close button.

o Press the return key (to insert a paragraph space).

e Click on More Items once again.
¢ Click on Department and then click on the Insert button. Click on the Close
button.

e Press the return key (to insert a paragraph space) and the document should
now look like this.

#Titlen «Firstnarnes «Secondnames
#Departm enty

There will be a meeting to dizcus the new matketing strategy at 2 pm nest Tuesday,
Please confirm that you can attend as soon as possible.

Dravid Smith
Head of MMarketing

e Click on the Next link to continue.

Step 4 of &

g Mext: Preview your lethers

e The screen will display the following details of a letter addressed to 'recipient
1.

Preview your letters

One of the merged letters is
previewed here, To preview
anather letter, click one of the
Fallowing:

Recipient: 1 S

Mr David Murray

Marketing [ Find 2 recipient...
Make changes
‘You can also change vour recipier
There will be a meeting to discus the new marketing strategy at 2 pm next Tuesday. list:
Please confirm that you can attend as soon as possible. Edit recipient list...
David Stnith Exclude this recipient
Head of Marketing | when you have finished

previewing your letters, click Mext

e To see other recipients click on the double arrow pointing to the right.

S

e Click on the Next link to continue.

Step 5 of 6

g Mext: Complete the merge

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2005 www.cheltenhamcourseware.com



PAGE 85 - ECDL MODULE 3 (USING OFFICE XP) - MANUAL

The next screen displays the following message in the task pane.

L Mail Merge v X

Complete the merge

Mail Merge is ready to produce
wour letters,

To personalize your letters, click.
"Edit Individual Letters," This will
open a new document with your
merged letters, To make changes
to all the letters, switch back to the
original document.

Merge

2 Print,..

ED Edit individual letters. .,

To print all the personalised letters we would click on Print. In this case
however to save paper, we will click on the Edit individual letters link
which will merge the document with the data file and create a new large
document containing all the individually addressed letters. When you click on
this link you will see the following dialog box displayed.

Merge to New Document E| E|

Merge records

CRTA[
" Current record
" Erom: | To: |
(o4 | Cancel |

Click All and then click on the OK button.
You will then see the following. A new document containing all the letters.

T Letlers1  Microsolt Ward

Fle Edt Vew [nsert Igmat  Tooks  Table Mindow Heb - X
DEMas SR Y ® eFOEn@Ey v -3,
4 Horind » TomshewRonan =12 « R 7 U [E|E W IE- SEEE D4 A~
L -.<1|-<|-<>B- (R ' ' 1 ' ‘. ' P e e L e i 1 ﬁ
|
Mr David Murray
Marketing

There will bie a meeting ta discus the new marketing strategy at 2 pm next Tucsday.
Please confirm that you can attend as soon as possible.

David Smith
Head of Marketing

i:E,: ‘] '
praw~ B omposhepes-  WCJOEASEE - 2-A-=EFE0 5.
Page | Sec | & A" ini el Engen (s G

If you scroll through this document you will see it is made up of many pages,
each addressed to a different person.
Save this new document in the using the filename MY MERGED LETTER.
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e Close all open documents without saving your changes.

3.5.1.3 Open, prepare a mailing list, other data file, for use in a mail

merge.

Creating a mailing list, data file.

e Create a new document
¢ Insert a table containing 4 columns and 7 rows Use the Insert Table icon).

i

e Enter the following data into the table.

ZH | MAIL MERGE DATA (Read-Only) - Microsoft Word

File Edit “ew Insert Format Tools Table Window Help X

Dedsesa al v B - =)

44 Plain Text ~ Courier New - 10 - - 7.

Lg'l'l'\‘Z'l'S'\‘4‘ v 3 4 - 15 1% -
Title First-name Second-name Department =
Mr David Murray Marketing
Ms Rowan Smith Sales
Mrs Lou Brown Marketing
Mr Elliot sSmith Production
Mrs Allison Buck Sales
Mr Ann Trout Packaging

Click within the table.

¢ Click on the Table drop down menu and select the Convert command. From
the submenu displayed, select Table to Text. In the dialog box displayed,
select Tabs, and click on the OK button. This will convert the table to a
format, where the data fields are separated by tabs. This type of format is
called a tab delimited format (delimited means separated).

Convert Tahle To Text @E|

Separate text with
aph marks

OK | Cancel |

¢ We need to save the file as a text only formatted file. To do this click on the
Save icon, and enter a file name, such as MY Data File. Click on the down
arrow to the right of the Save as type box and select Plain Text. Select a
location to save the file, such as the My Documents folder. Click on the
Save button to save the file.

o The File Conversion dialog box will be displayed, click on the OK button.
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3.5.1.4 Merge a mailing list with a letter, label document.

Mail merging to labels
In the section 3.5.1.2, we mail merged to a letter. If you wish to mail merge

[ )
to a label, the process is largely the same, except that in the first Mail Marge
Helper screen, you need to select Mailing Labels, rather than Form
Letters. Later in the merge process you will be asked to select the type of
label required, as illustrated. For practice we will perform this mail merge
step-by-step.
Close any documents which may be open.
e Click on the New icon to create a new document.
Click on the Tools drop down menu and select the Letters and Mailings
command.
e From the submenu select Mail Merge Wizard.
——
st | Tools | Table ‘Window Help
- | % speling and Grammar. .. F7 @ == @ B O tee% v [
m Leneeee SRR T oV,
— Fix Broken Text... -
7o 8 ca
word Count...
721 AutoSummarize. ..
Speech
{5» TrackChanges Crrl+Shift+E
Compare and Merge Documents. ..
Protect Docurnent, ..
Online Callabaration 3
Letters and Mailings 3 || IMail Merge Wizard, ..
Tools on the Wweb. .. Showe Mail Merge Toolbar
Macro * |[=] Envelopes and Labels...
Templates and Add-Ins. .. Letter Wizard. ..
ZE  AutoCorrect Options, ..
e MAIL MERGE STEP 1 OF 6: - SELECT DOCUMENT TYPE

You need to select a document type, such as Labels.

Mail Merge

Select document type

working on?
Letters
E-mail messages
Envelopes
® | abels

Directory

Labels

Print address labels for a group
mailing.

What type of document are vou

© Cheltenham Courseware Ltd. 1995-2005 www.cheltenhamcourseware.com
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To continue, click on the Next link at the bottom-right on the screen.

J Click Mexk bo conkinue,
Step 1 of 6

g Mext: Starting document

Mext wizard step

MAIL MERGE STEP 2 OF 6: - SELECT STARTING DOCUMENT

The next screen allows you to specify the starting document. In this case we
will use the current document by selecting the Change document layout
option.

4 © Mail Merge * X

Select starting document

How dowou wank to sek up wour
mailing labels?

» Change document lavouk

Start From existing document

Change document layout

Click. Label options to choose a
label size.

EY Label options...

MAIL MERGE STEP 2 OF 6: - CHANGE DOCUMENT LAYOUT
In the Change Document Layout section of the Task Pane, click on the
Label options link. This will display the Label Options dialog box.

Prinker information
" Dok makrix
+ Laser and ink jet Tray: |Manua| Paper Feed j

Label information

Label products: |.ﬂ.very standard j

Product number;
5195 - Audio Cassette

Label infarmation
[~

5199-F - Wideo Face Type: Shippirg
5199-5 - Wideo Spine — Height: o
5260 - Address ) .
5261 - Address ticith: 4

- Address Page size: Letter (& W x 11n)

Details, .. | Mew Label. .. | | Ok | Cancel |

In the Label products section use the drop down arrow to the right to select
the manufacturer of the labels which you are using.
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Label Options E| E|

Prinker information
" Dot makrix

Label information
Label products;

Praduct number:
5198 - Audio Cass

5129-5 - Yideo Spi
5260 - Address
5261 - Address
5262 - Address

& Laser and ink jet

Details, .. | Mew Label. ., |

Traw: |Manua| Paper Feed

[~

|.|'-wery standard

ACne
APLI

: Avery A4 and AS sizes
5199-F - Video Forf R

Devauzet
ERC
Formtec
Herma
Hisago
Kokuyo

ing

-

o]

Cancel |

NOTE: In Europe, if you are using Avery products, be sure to select Avery
A4 and A5 sizes. Avery standard relates to standard US sizes!

If using European Labels (be sure to first select Avery A4 and A5 sizes in
the Label products section), select Product number J8163 - Address as
illustrated below.

Label Options

Printer information
™ Dat matrix
(% Laser and ink jet

Label information

Tray: [Manual Paper Feed

Label products:

Product number:

|Avery A4 and AS sizes

- Address
- Address

Label information
[~

Type: Address

- Address Height: 15"

e hddroee Width: 3.9
18165 - Parcel Page size: A4 (21 x 29.7 cm)
J8166 - Parcel ﬂ
Details. .. | Tew Label. .. | | (a4 |

Cancel |

Click on the OK button to close the Label Options dialog box.
When you close the dialog box, you will see a representation of the labels on
your screen, as illustrated below.
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2 DocumentZ2 - Microsoft Word Q@E|
- X

Fle Edt Vew Insert Fomat Took Table Window Help
heEI8 SQAY B -

4 Normal +Left ~ TimesNewRoman « 12 « B 7 U [E]

) =| €@ * Mail Merge v X

Select starting document

How do you want ko sst up your
mailing labels?

# Use the current document
Change document layout

Start From existing document

| Change document layout

Click Label aptions to chooss a
Iabel size.

B3 Label options. ..

o y Step 2 of 6

: @ © Mext: Select radpisnts

N ¥ 4 Previous: Select document type
= w@E= | »]

Draw~ [y Adoshapes~ ~ W OB 4 FE d-Z-A-=S=B@.

Page 1 Sec 1 1j1 At 11" n1 cal1 English (U.5 E_a’

To continue, click on the Next link at the bottom-right on the screen.

MAIL MERGE STEP 3 OF 6: - SELECT RECIPIENTS
Within the Section recipients section of the task pane, you can select a
recipient. In this case we will use an existing list.

@ Mail Merge - X

Select recipients
* Use an existing list
Select: from Outlook contacts
Type a new list

Use an existing list

Use names and addresses from a
file or a database.

Erowse, ..

MAIL MERGE STEP 3 OF 6: - USE AN EXISTING LIST

Within the Use an existing list section of the task pane, click on the
Browse icon which will display a dialog box. In this case select a file called
MAIL MERGE DATA, as illustrated.
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Select Data Source EIEI
Lookini [} My Documents ] &~ @ X £ E - Tooks -
My Daka Sources
é dMy Music
History uﬂMy Pictures
mMy Webs

MAIL MERGE DATA

@ |

My Documents

Fr E

Deskkop

*]
Favorites

=
ave

v = Mew Source. . Open
My Metwark J ‘

Places Files of type: |AH Data Sources j

File: name: |

Cancel

Click on the Open button and a new dialog box will be displayed as illustrated
below.

Mail Merge Recipients

Ta sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons ta add or remaove recipients From the mail merge.
List of recipients:
| Firstname > Title | *| Secondname | | Department
| David [t [Murray [ Marketing
Rawan M5 Srith Sales
Lou Mrs Browin Marketing
Elliat Mr Srnith Production
Allisan Mrs Buck. Sales
Ann Miss Trouk Packaging
Select all | Clear all | Refresh |
Find... | Edit... | Walidate |

e In this case click on the OK button to continue.
e To continue, click on the Next link at the bottom-right on the screen.

e  MAIL MERGE STEP 4 OF 6: - ARRANGE YOUR LABELS
You will see the following displayed in the Task Pane.

4 Mail Merge * X

Arrange your labels

If you hawve not already done so,
lay out wour label using the First
label on the sheet,

To add recipient information to
wour label, click a location in the
first label, and then dlick one of the
items below,

F‘] Address block. .,
D Greeting line. ..

* Electronic postage. ..
Il Postal bar code...

El More items. ..

S'hen vou have finished arranging
wour label, click Next, Then you
can preview each recipient's label
and make any individual changes.,
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Click on the More items links to enable you to insert items relating to the
particular database you are using as your data source. This will display a

dialog box as illustrated,

Insert Merge Field @@

Insert;
" Address Figlds * Database Fields

Fields:

Firstname
Secondname
Department

H
Match Fields. .. | Insert | Cancel |

Click on the first item, i.e. Title.
Click on the Insert button, and then click on the Close button.
Press the spacebar to insert a space.

Click on the More Items link to reopen the dialog box.

Click on the second item, i.e. Firstname.

Click on the Insert button, and then click on the Close button.
Press the spacebar to insert a space.

Click on the More Items link to reopen the dialog box.

Click on the third item, i.e. Secondname.

Click on the Insert button, and then click on the Close button.
Press the Return key to insert a paragraph.

Click on the More Items link to reopen the dialog box.

Click on the last item, i.e. Department.

Click on the Insert button, and then click on the Close button.
The first label should now look like this.

wTitles aF irstoamen «Secotdnam e
#Cepartments

MAIL MERGE STEP 4 OF 6: - REPLICATE LABELS
In the lower part of the task pane you will see the following:

Replicate labels

‘ou can copy the lavaut of the Firsl
label to the other labels on the
page by clicking the butbon below,

Update all labels

Click on the Update all labels button and you will see the following.
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Zh Document3 - Microsoft Word
fle Edt View Insert Format Tools  Table Window Help

hedaa &k v B o

A4 Mormsl +Left: - TimesNswRoman - 12 ~ B 7 U

& 0

- 8.

OE @mﬂ an%,

L -g--w-“1-“!‘--2‘--\-‘-3-”|

Ly

«Titlen «Firstnames «Secondnames
#Departim ents

«Mext RecordsTitlen «Firstnames «Secondnames
«Departsm ents

«hlext RecordseTitlen «Firstnames «Secondnames
«Departments

«Mext RecordsTitlen «Firstnames «Secondnames
#Departm ents

«Mext Recordsu Titlen «Firstnames «3econdname
#Departments

«Mext Recordsu Titlen «Firstnames «3econdname
«Drepartmenty

«hlext Recordsa Titlen «Firstnames «Secondnames
«Departmenty

«Mext Recordsu Titlen «Firstnames «3econdname
#Departments

4 % Mail Merge v x

Arrange your labels

If you have not already done sa,
Iay ut your label using the first
Isbel on the sheet.

To add recipient information to
your label, click a location in the
first label, and then click one of the
items below,

[=] address block...
[Z] Gresting line...
: Electronic postage...

NI Postal bar code...

B Mare itzms. ..
When you have Finished arranging
your label, click Next. Then you
can preview each redpient’s label

and make any individual changes.

Replicate labels

ou can copy the layout of the Firs!
Iabel ta the cther labels on the
page by clicking the button below.

Update all labels

Step 4 of 6

& Mext: Preview your labels

womlt

< Previous: Select recipients

BRI D
Draw~ [ Autoshapes+ . w [ O 4l

Page 1 Sec 1 11

English (U5 BF

Ab 12" ln2 Col 13

To continue, click on the Next link at the bottom-right on the screen.

MAIL MERGE STEP 5 OF 6: - PREVIEW YOUR LABELS
You will following displayed within the task pane.

4 Mail Merge v

Preview your labels

Some of the merged labels are
previewed here, To preview
another label, click one of the
Fallawing:

Recpient: 1 [ ..
ﬁ Find a recipient. .,

Make changes

‘ou can also change your recipient
lisk:

Edit recipient list. ..

‘when you have finished
previewing your labels, click Mext,
Then you can prink the merged
labels or edit individual labels to
add personal comments,

You can click on the right pointing arrow to preview the labels. In this case
we will click on the Next link to continue.

MAIL MERGE STEP 6 OF 6: - PREVIEW YOUR LABELS
You will see the following displayed within the Task Pane.
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4 Mail Merge v X

Complete the merge

Mail Merge is ready to produce
wour mailing labels,

To personalize your labels, click
"Edit Individual Labels." This wil
open a new document with your
merged labels, To make changes to
all the labels, switch back to the
original document.

Merge
2 Print...
ED Edit individual labels. ..

If you wanted to print directly to a printer you would click.on the Print link.
In this case we will output the merged information to a new document (which
could be printed later), by clicking on the Edit individual labels link. A
dialog box will be displayed, click on the OK button.

Merge to New Document E| E|

Merge records
P
" Current recard
" Eram: | Ta: |

[u]4 | Cancel |

A new document will be created, as illustrated below.

@l Labels1 - Microsoft Word [BEE
- X

Fle Edt Yew Insert Format Took Table Window  Help

Dedsd iy B AFOEE@ET un -0,
4 Homal +Lefts - TimesNewRoman ~ 12 - B 7 U [E]= = O-4-A-.
L g ----- T 2 B 3 7 8 =)
b Mr David Muwray Ms Rowan Smith
- Marketing Sales
B Mis Lou Brown Mr Elliot Smith
Marketing Production
Mrs Allison Buck Miss Ann Trout | -|
Sales Packaging ;
o s
= =@z 2
Draw> [y Aueshapes~ N w 1O B 4l 3 (2 -L-A-SEERE.
Page 1 Ser 1 11 at 1" tni o1 English (U5 G&

Save this file and call the file MY MERGED LABELS.
Close any other open files, without saving any changes.
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3.6 Prepare Outputs

3.6.1 Preparation

3.6.1.1 Understand the importance of proofing your document such as:
checking the layout, presentation (margins, appropriate font sizes and
formats) and spelling.

Manually check your documents!

¢ Always proof read your documents prior to sending them to customers! |
once had a letter sent to me (addressed to Cheltenham Computor Training),
from a very large insurance company and signed personally by their head of
IT training, stating that they had no need of our word processing courses.
They spelt the second word in the letter i.e. computer incorrectly. Personally
I think they needed the training!

Also visually check that the document looks good. Use the Print Preview
facility.

3.6.1.2 Spell-check a document and make changes such as correcting
spelling errors, deleting repeated words.

Spell Checking

o Word will display incorrectly spelt words as underlined in red. You can run the
Spell checker program at any time by clicking on the Spelling icon in the
Standard toolbar (or pressing F7). You can also check the grammar used
within your document.

ﬁ;«

To immediately correct a word you have incorrectly spelt

e TIP: If you enter an incorrectly spelt word and wish to correct it immediately,
then as soon as the red underlining is displayed, right click on the word and a
pop-up dialog box will be displayed suggesting alternative, correctly spelt
words. In the example, “Words” was incorrectly entered as “Woords”.
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nple helow, “Wore
“Woords”
Words
Woods

iyl Ignore All
n add

AutoCorrect ¥
Language 3

m
¥ speling...

1

To disable automatic spell checking

¢ Click on the Tools drop down menu and select the Options command.
e Click on the Spelling & Grammar tab.

¢ Remove the check next to Check spelling as you type.

To check spelling in adocument

Place the insertion point where you want the spell check to begin, or select
the text you wish to check. Click on the Spelling icon in the Standard
toolbar to display the Spelling and Grammar dialog box. The first

unmatched word will be displayed in the Not in Dictionary text box. You can

select one of the following actions:

Ignore: Leaves the word as it is.

Ignore All: Will not change any further occurrences of the word.
Add: Adds the word to the dictionary.

Change: Will change the word to the suggested word.

Change All: Changes all further occurrences of the word to the suggested
word.

AutoCorrect: Enables the AutoCorrect feature for further occurrences.
Cancel: Exits the Spell check.

Dictionary Language: Allows you to select the language used for spell
checking.

Undo: Will undo the previous correction.
Suggestions: A list of suggested corrections is displayed.
Options: Enables you to change the Spell Checking options.

Delete: Deletes a duplicated occurrence of a word, such as “the the”.
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3.6.1.3 Add words to a built-in custom dictionary.

To add a word to the custom dictionary

If a word is displayed as an unknown word within the Spell Checker dialog
box, then if you are sure that this word is spelt correctly you can add the
word to the ‘custom dictionary’ This means that this word will in future be
recognised by the spell checking programs, and will not be displayed as an
unknown word when you re-run the spell checking program. Examples would
include people’s names or company names. Click on the Add to dictionary
button to add the word to the dictionary.
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3.6.1.4 Preview a document.

Always proof read before and after printing

Use the spell checker prior to printing.

Check your document in Print Preview prior to printing.

Read through your document after printing, before sending it to your
customers!

To

preview a document

Click on the Print Preview icon. The Print Preview screen appears.

Click once in the document and the mouse cursor will change to a Zoom tool.
Click on the document again to view it more closely and click again to zoom
back out.

[&
The Print Preview Toolbar Icons

|&|ao || s -

FALEEIEE

& Print
The document is sent to the printer.

=R Magnifier
The same as clicking inside the document. It gives a single-level zoom.

@ one Page
Single-page view.

B Multiple Pages

Allows you to print preview up to six pages at a time on the screen.
% __* Zoom Control

Allows you to control Zoom view percentages.

Fa view Ruler
Allows you to view the ruler showing tabs and measurements.

-
Shrink to Fit

Enables you to fit a document which is just more than one page long onto a
single page.
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Full Screen
Allows you to change to Full Screen view.

tese| Close
Allows you to leave Print Preview and return to the Word screen.

h?
T Help
Allows you to get Help on Print Preview.

3.6.2 Printing

3.6.2.1 Choose print output options such as: entire document, specific
pages, number of copies.

To specify what to print
e Click on the File drop down menu and select the Print command.

CI—— 2| x|
rinker
Hame: I GEAHP LaserJet 111 x| Properties |
Status: Idle
Tvpe: HP LaserJet 11T
Where: LPTY: I Prink ko file
Zomment:
age range —Copie
o« gl Number of copies: 2
i Current page " Selection
" Pages: I qq Hﬁ [v Collate
Enter page numbers and/or page ranges ' '
separated by commas. For example, 1,3,5-12
Zaom
Print what: IDocument j Pages per sheet: Im
Prink: I,q|| pages in Fange j Scale ko paper size: W
Options. .. [a]4 I Cancel |

Make changes as required within the Page range section of the dialog box.

~Page range
&« all

i Current page = Selection
i Pages: I

Enter page numbers and/or page ranges
separated by commas. For example, 1,3,5-12

To print the entire document, click on All.
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To print only the page you are viewing, click on Current page.

To specify the pages you wish to print, click on Pages and enter the pages
which you wish to print. For instance if you want to print page 3, and also
pages 6-7 inclusive, you would enter 3, 6-7

To specify the number of copies required
e Click on the File drop down menu and select the Print command. Enter the
number of copies required within the Copies section of the dialog box

opi
Mumber of copies;

:
Iﬁ' ¥ Collats

Why print to disk (as a print file)?
e This is useful when the printer is not available and you wish to print to disk
for copying to a printer at a later date!

To print a document to-a file
e Click on the File drop down menu and select the Print command. Within the
Printer section of the dialog box select the Print to file option.

rinker

Marne: I @ HP LaserJet 111 LI Properties |

Skatus: Idle

Type: HP LaserJek 111

wihere: LPTL: I Print to file
Carnment:

o A dialog box will then be displayed in which you can specify a file name and
storage location.

3.6.2.2 Print a document from an installed printer using defined options,
default settings.

Printing within Word
e Word requires a Windows printer driver to be installed which matches the
printer you are currently using. All Windows programs share this same printer
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driver. If you change your printer type, then another printer driver suitable
for that printer must be installed.

¢ If more than one printer driver has been installed, you can easily and quickly
change from one printer driver to another. Windows will only allow one
printer driver to be active at any one time.

e Most printers are only supplied with limited amounts of printer memory in
which to store the images to be printed. If you have problems printing
documents which contain a large amount of graphics you should consider
adding more memory to your printer.

To select a printer

e From the File menu, choose the Print command to display the Print dialog
box.

e Click on the down arrow to the right of the Name section of the Printer dialog
box, and select the required printer. This list you see will depend on how your
IT Support people have set up your computer.

Printer

Harme: [ 58 \CCT-SERVER L1HP4 PCL = Properties |
: 5 1\ CCT-SERVER 1)HP COLOR
?tatus. K Find Printer...
YRe: 4 \|CCT-SERVER 11PS-HP ] ]
Where: 35 |\DAYE-2000-PCYHP LaserJet 11T [ Print ko File
Cormment: % Auta hp deskjet 990c an CCT-SERVER-XP I Manual duplex
% Auto HP LaserJet 45i on CCT-SERVER-2P
P
898 TANSET <5 Autn HP LaserJet IIT on DAVE-2000-PC
o« all TIOMBEF oF Copies: 1 =

" Current page -

" Pages: 11 11 v Collate
Enter page numbers andjor page ranges ’ ’

separated by commas, For example, 1,3,5-12

Print what: |D0cument j UTED
i Pages per sheet: 1 page -
Prrint: |AII pages in range j e =g
Scale to paper size:  |mo Scaling hd
Options. .. OF | Cancel |

To print to the default printer
e Click on the Print icon.
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APPENDIX 1 - Useful Keyboard Shortcuts

Useful Keyboard Shortcuts

CTRL+N Create a new document
CTRL+O Open an existing document
CTRL+W Close the document
CTRL+S Save the document

CTRL+B Apply bold formatting
CTRL+U Apply underline formatting
CTRL+I Apply italic formatting

CTRL+B Apply bold formatting

CTRL+I Apply italic formatting

CTRL+U Apply underline formatting

CTRL+C Copy the selected item to the Clipboard
CTRL+X Cut the selected item to the Clipboard
CTRL+V Paste item form the Clipboard

CTRL+Z Undo the last action
CTRL+Y Redo the last action

CTRL+F Display the Find dialog box
CTRL+H Display the Replace dialog box

CTRL+P Print the document

Useful Function Keys

F1 Display the Office Assistant

F3 Insert an AutoText item

F5 Display the 'Find and Replace' dialog box
F7 Start the Spell checker

F9 Update selected Word fields

F10 Activate the menu bar

F11  Go to the next field

F12 Display the 'Save As' dialog box
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