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TUTOR SETUP INFORMATION

Please copy the samplefiles into the My Documentsfolder
© 1995-2010 Cheltenham Courseware Pty. Ltd.
All trademarks acknowledged. E&OE.

No part of this document may be copied without written pemission from Cheltenham Courseware unless
produced under the terms of a courseware site license agreement with Cheltenham Courseware.

All reasonable precautions have been taken in the preparation of this documernt, including both technical and
non-technical prodfing. Cheltenham Courseware and all staff assume no responsibility for any errors or
omissions. No warranties are made, expressed or implied with regard to these notes. Cheltenham Courseware
shall not be responsiblefor any direct, incidental or consequential damages arising from the use of any material
contained in this documernt. If you find any errors in these training modules, please inform Cheltenham
Courseware. Whilst every effort is made to eradicate ty ping or technical mistakes, we apologisefor any errors
you may detect. All courses are updated on aregular basis, so your feedback is both valued by us and will help
us to maintain the highest possible standards.

Sample versions of courseware from Cheltenham Courseware

(Normally supplied in Adobe Acrobat format): If the version of courseware that you areviewing is marked as NOT
FOR TRAINING, SAMPLE, or similar, then it cannot be used as part of a training course, and is made available
purely for content and style review. This is to givey ou the opportunity to preview our courseware, prior to making
a purchasing decision. Samplev ersions may not be re-sold to a third party.

For currentlicenseinformation
This document may only be used under the terms of the license agreementfrom Cheltenham Courseware.

Cheltenham Courseware reserves the right to alter the licensing conditions at any time, without prior notice.
Please see the site license agreement available at: www.cheltenhamcourseware.com.au/agreement
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Customising Microsoft Word

Microsoft Word templates

e When you create a new document, you can create a new blank document or
you can choose to base your new document on a range of ttmplates that are
supplied with Microsoft Word.

e Click on the Office Button and select the New command.

@ H9-v

s

You will see the New Document dialog box displayed.

My Dhoec e i

; Trmpdatery 3 . L Blank document
© DA @ reCErT {
Inctalled Templates Blank and recent

M Bing pait

Agendn
Award oedmidate
Buachunes
Butiteeid cisd

(= T LS ET
Comtrti

Chenign slidas
Froveicpen
Enprerine 1opiifn
Faaer

Fiyeri

Fasmi

G eerisEat iy
Greeting casds
Inwrrrtonies

(L P

Create 1 Cnidd

avai i : i in the

g.
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New Document

ssiiebs |=|  Mew Blog Post

My templates.,.

New from existing...
Microsoft Office Online
Featured

Agendas
.

awvard certificat : - .
ward certificates Equity Fax Equity Letter

Brochures

Business cards

Calendars FAX

Contracts - ——
Envelopes

Faxes — .
Flyers .

Equity Merge Fa:‘( Equity Merge Letter Equity Report )
Forms | Create new: & Document O Template

Create Cangel

¢ Slowly scroll down the list of available templates to get an idea of what is
available.

o Select a template that looks interesting, an example is illustrated below.

Templates (IO . ft Of - - IEI| Oriel Resume

Blank and recent

Installed Templates | Installed Templates
f Unel MErge rax Urel merge Lemar Une Hepon

| My templates..

MNew from existing...

Microsoft Office Online

| Featured

Agendas r m
Award certificates

Brochures

Business cards Origl Besume Origin Fax Origin Letter
Calendars

Contracts

Envelapes

Faxes

Flyers

Farms R Create new: (%) Document () Template

Come ] Lo ),

i yed for you.
click on the i y

e Save As dialog box. By default files will be saved in the My Documents
folder (if you are using Windows XP) or the Documents folder if you are
using Windows Vista. If you wish to change the location, you need to click on
the down arrow to the right of the Save in section of the dialog box. This
will display alternative locations for you to save your file.
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Save in: £ David Murray's Docurnents
Trusked ¢ My Computer
— Templates [ Dawvid Murray's Documents
s My Recent .,j SharedDDcuments
Docurnents C
[ | D"."D Rw Drwe {D bl

If you double click on the Local Disk icon, you can navigate to a particular
folder on your local hard disk.

NOTE: If you choose to overwrite a document using the same file name you
will see a warning dialog asking if you want to continue.

Saving documents using different formats

Normally you simply save a document as a standard Microsoft document.
However you can save your document in a range of different formats. Itis
important to realise that Microsoft Word 2007 stores documents in a different
type of file format than used by previous versions of Microsoft Word and you
may have to save your documents in a format that can be used by people
who are using an earlier version of Microsoft Word.

Create a new document and type in your name.

Click on the Save icon (top-left of your screen). This will display the Save
As dialog box. In the File Name section of the dialog box, enter the file
name 'My file formats®. Click on the down arrow to the right of the Save
as Type section of the dialog box. This will display a drop down list of file
format options.

Save as bvPe! | yword Document (*.d x]l |‘V—

ivord Document (%, docx

‘Wword Macro-Enabled Dncument *. docm)
Word 97-2003 Docurment (¥, doc)
—— O] Template (%, dokx)

Word Macro-Enabled Template {*.dokr)
Word 97-2003 Templake (*.dok) b

As you can see'there are a range of options to select,from.

Werd Document:

This foarmat willssave the document using the standard Microsoft Word 2007
file format. This is the format that is used by default and if you do not go out
ofsyour way to selecta different file format then this is thesformat thatis
used when you normally save a Microsoft Word 2007 document.

Word 97-2003 Document:

Saving your document in this format means that you can distribute copies of
your document via disk or email to other people who are using earlier
versions of Microsoft Word and they should be able to read and edit the
document without problems. If you have used complex formatting or some
of the new advanced features within your Microsoft Word 2007 document,
then some of the advanced formatting may be lost in the conversion process.
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Rich Text Format:

This is a generic word-processing file format. If you wanted to distribute the
document to someone using a totally different word-processing program from
a different software manufacturer, such as WordPerfect, then you may wish
to use this file format. Some advanced formatting may be lost in the file
conversion process. The file name extension will change to become .RTF.

There are quite a few other file format options but at this stage we do not
need to worry about them!

¢ Experiment with saving your document in the file formats described above.

Using the Zoom

e You can use the Zoom tool to reduce or enlarge the view of the document on
your screen. This has no effect on how the document will be printed.

e Open a document called Zoom.
To do this press Ctrl+0O to display the Open dialog box. Normally this will
display the contents of the My Documents folder. You should see a
subfolder called:

Word 2007 Level 2 Intermediate exercise files

Select this subfolder, as illustrated.

Open E'El
Look in: |,__] My Documents vy @-@ Xuh@-
::I Tiusted ] I3 Cyberink (=" \Word E"JEI Level 2 Tr\'t.errne:i-ateEe':-:'ea-:ise files M
Templates | |3 1nstantcODVD [5IMy Sharing Folders

3 My Recent | |5 My Data Sources
I Documents | (= sBooks

(& Desktop Sty Music

|£|Mv Pictures
‘;__‘l Bﬂy ey ‘ )My Practice Files
o LMy PSP Files
j C;muter \_My Recsived Files

y Network

My Skype Content
b

it

Files of type: |AI Word Documents (*.docx; *.docm; *.dobx; *.dotm; *.doc; *.dot; *.htm; *.html; *.rtf; *.mht; *m v

gpen [ [ cancel

e Once you have selected the subfolder, click on the Open button and you will
see the exercise files displayed within the Open dialog box. You can now
select the file called Zoom and click on the Open button to open the file.

This document contains text of varying sizes, some of which are difficult to

FOR USE AT THE LICENCED SITE(S) ONLY
© 1995-2010 Chektenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com




Word 2007 Intermediate - Page 9

read as they are so small.

The Zoom control is displayed at the bottom-right of your screen. Make a
note of the current zoom setting (87%6 in the example illustrated)

|87 (—) Lk Al

Experiment with repeatedly clicking on the plus or minus zoom control and
observe the effect on your screen. You can also drag the Zoom slider
control to the left or right to modify the size of the on-screen display.

Finally try double clicking on the Zoom percentage number (87%b in the
example illustrated). This will display the Zoom dialog box.

() Many pages:

-

Zoom o
() page width
() Text width
[ =S () Whole page
Percent: [90% &
Prewview
L. - . I/'

AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz

AaBbCcDdEeXxYyZz

A il T (P )

[o]4 ] [ Cancel ]

Experiment with using these options and observe the effect.

Reset the zoom back to its original value.
Save any changes you have made and close the document.

Page views

By, default, your 'documents are displayed on the sereen in what is called
'Print Layout's.You can, however, display your document in other types of
views which may be \better for\particular types of document.

Open a document called Views. Click on the View tab. Youcanisee the

views illustrated below.

= O '+

\j 5 [

Print
Layout ! Reading Layout

Document Views

Full Screen Web Ouwtline

Home Insert Page Layout

B

Crraft
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Print Layout:

This is the view you normally use when creating or editing a Microsoft Word
document. As the name implies, you see a close approximation on the
screen of what the document will look like when printed, including the
margins, headers and footers.

Full Screen Reading:

This view removes the display of the Office Ribbon and displays an
uncluttered layout allowing you to concentrate on reading a Microsoft Word
document. To return to Print Layout view, press the Esc key.

Web Layout:
This view is useful for documents saved in a format that can be uploaded to a
Web site.

Outline:
This view is useful for displaying the outline structure of a long document.

Draft:
This view should be used with caution as many print layouts such as the use
of multiple columns will be displayed incorrectly in this view.

Experiment with viewing your document in the different views described
above. Before continuing, reset the view to Print Layout.

Thumbnail views

Click on the View tab and you will see a group called ‘Show/Hide’. Click on
the Thumbnails command. You will see thumbnail representations of the
pages down the side of the document. This can be very useful when editing
larger documents.

Ruler Document Map
Gridlines ¥ | Thumbnails
i =-- << £
W o

Clickyon this command now'and your screeniwillichange as illustrated.
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ﬁ_.i) e IB«‘}- s Views daes - Micrasoft Word =
e e e e e R e e =
il :.I _d I | Baer Dociimant kg Q_\I U Onepagr e winosw | L View bide oy Sioe
g = 12 TiAnes ¥ Thumbna =2 hrespager (= Anange = yyrermams Sriling
| Print - Full Screen Weh  Outtine Draft Ioam (00N ~
Laynut . REsmeg  Layout e # =2 Pagewhamn | ] Remiave Tpat A 2

Dessiaiaiel draw Shawhiliby Teem

The parts of a computer

An Input dovice.
The keybaard allows vou 1o type infoomation mto the computer. has evalved over the years

and many people now use 3 Miczosaft style keyboard which has additional keys desiged 1o
make Windows easier to use

AnToput dovice,

When using an aperating system. such xs Microsoft Windows, vou use the mouse 1o select drop
down menus, to point and click on items, to selectitems and to drag and drop items from one
place io anather

Disks

: : " . ; i "
S S

e Before continuing, re-click on the Thumbnails command.

e Save any changes you have made and close the document.

Controlling the display of items within Microsoft Word

e Open a document called Show or hide. Click on the View tab and then
select options within the ‘Show/Hide’ group. This allows you to switch on or
off the display of items such as the Ruler or Guidelines within the

document.
W Ruler | Document Map
T Gridlines | Thumbnails

I_ Message Bar
Show/Hide

quick checking of your document to show non-printing characters.

(L3

Minimising the Ribbon
¢ Sometimes you want ‘more writing space’. To help achieve this, right click
over the Ribbon and from the popup menu displayed, click on the Minimize

FOR USE AT THE LICENCED SITE(S) ONLY
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the Ribbon command.

Add to Quick Access Toolbar
Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon |

e The Ribbon display will change from this:-

.'ﬂ:;) W 08k ¢ Bocurnent® = Mool Ward - -
o
Home | bl Pegeimuad  Refenos Mailngy  Meirw  View  reiopn
i BT e e e . 28 Fied -
B e u AR E e e s AaBbCenc | AaBbCcDe AaBbC: AaBbCr M . fevisce
H:tr ¥ B J O -sham x fa"Y-A- FEH A MNE|- - Thaemal | THsSpasl. HMeadimgl | Hesdimg) - mﬂ_’ i it -
| Chggakta = fant i Haragiach = iyt - Litibang
To this:-
(0 _Iﬂ_"?;_ﬂ_ﬁga 5 Document3 - Microsoft Ward

Hame Insert Page Layout References Mailings Review View Developer

e To display the Ribbon again, right click over any of the tab commands and
from the popup menu displayed, reclick on the Minimize the Ribbon
command (to remove the tick).

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

||E| Minimize the Ribbon |

Screen display options
e You candisplay non-printing characters on the screen. This may be useful if

ou have received a do ent and w it is.formatted.
(6}
ox. Selectt i \Y%
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Word Options

Poputar Change how document content is displayed on the screen and when printed.
|"m5P|E'!' _"|

Proofing Fage display options
save Show white space between pages in Print Layout view (i)
Advanced Show highlighter marks (i)

Show document tooltips on hower
Customize

Always show these formatting marks on the screen
Add-Ins
—

Trust Center D Spaces
Resources [[] Paragraph marks 1

[ Hidden tesxt zhs

|:| Optional hyphens -

[l Object anchors wl»

|:| Show all formatting marks

Printing options

Print drawings created in Word (i)

|:| Print background colors and images

|:| Print document properties

[] Print hidden text

|:| Update fields before printing

|:| Update linked data before printing

e If you clicked on the Tab Characters check box, when you click on the OK
button you would see any Tab characters displayed in your document as a
right-pointing arrow. In the same way you could display spaces, paragraph
marks and a range of other options. Experiment with ticking all these options
and observe the effect on the display of your document.

e Before continuing, turn these features off again.

Modifying Word options
¢ In addition to modifying the display options, you can also customise a range

of other options. Just take a look at what is possible. If you have time use
the Help available within Microsoft Word to get more information about these

options.

SAMPLE
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¢ Popular Options:

Word Options

r ? \_ﬁ Change the most popular options in Word.

Display

Proofing Top options for working with Word

Save Show Mini Toolbar on selection i
Enable Live Preview i

Advanced 2 :
I:l Show Developer tab in the Ribbon i

Customize Always use ClearType

Adddns Open e-mail attachments in Full Screen Reading view @
Colar scheme:

Trust Center

ScreenTip style: |5how feature descriptions in ScreenTips -

Resources

Personalize your copy of Microsoft Office

LUser name: |Da1rid Murray

Choose the languages you want to use with Microsoft Office; [ Language Settings... ]

Word Options

Popul [ABC
SR IQ‘:;Z Change how Word corrects and formats your text,
Display

m— . a AutoCorrect options
Save Change how Word corrects and formats text as you type: AutoCorrect Options...

Advanced
When correcting spelling in Office programs
Customize )
Ignore wards in UPPERCASE
Add-Ins Ignore words that contain numbers

Ignare Internet and file addresses
Flag repeated words
D Enforce accented uppercase in French

Trust Center

Resources

[[] suggest from main dictionary only

Custom Dictionaries...

French modes: | Traditional and new spellings

When correcting spelling and grammar in Word

Check spelling as you type

Use contextual spelling

Mark grammar errors as you type
Check grammar with spelling

[] show readability statistics

Writing Style: | Grammar Only | [ settings... |
Recheck Document

Exceptions for: @ Dods.doox

Hide spelling erl is document onl;

ide grammar e
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e Save Options:

Word Options

Popular -

P H Customize how documents are saved.
Display
Proofing Save documents

" save w— Save files in this format: |Word Document (*.doog v
Advanced Save AutoRecover information every |10 % | minutes

Cuist ks AutoRecover file location: |C\Documents and Settings\David Murray\Application Data\MicrosoftWordy | [ Browse.. |
Add-Ins Default file location: |C'.\Do cuments and Settings\David Murray'\My Documents®, | [ Browse... J
Trust Center Offline editing options for document server files

Resources Save checked-out files to: ()

@ The server drafts location on this computer
) The web server
Server drafts location: | Ch\Documents and Settings\David Murray\My Documents\SharePoint Drafts), | [ Browse... J

Preserve fidelity when sharing this document: @3 Two.doox ~

[] Embed fants in the file (7

e Advanced Options:
Word Options

Popular o . 1 3
I H—‘— Advanced options for working with Word.
Drisplay
Proofing Editing options
Save Typing replaces selected text

. '_4 When selecting, automatically select entire word

_ Allow text to be dragged and dropped
Customize Use CTRL = Click to follow hyperlink
|:| Automatically create drawing canvas when inserting AutoShapes
Use smart paragraph selection
Trust Center Use smart cursoring
|:| Use the Insert key to control overtype mode

[ use overtype mode
|:| Prompt to update style
|:| Use Mormal style for bulleted or numbered lists
Keep track of formatting

|:| Mark formatting inconsistencies
Enable click and type

Add-Ins

Resources

Default paragraph style: | Normal »

|:| Automatically switch keyboard to match language of surrounding text

Cut, copy, and paste

Pasting within the same document: | Keep Source Formatting [Default] |

Pasting between documents: | Keep Sowurce Formatting (Default]

Pasting bef ion Styles [Default]

Pasting fro Farmatting [Defal

ext | W

Hyphenation

¢ If a word within a document is too large to fit at the end of a line then
normally Microsoft Word will automatically drop down to the next line and
start the word on this new line. l.e. by default the word is not hyphenated.

¢ Microsoft Word contains a Hyphenation option allowing you to automatically

or manually hyphenate the text. You can also set the size of the hyphenation

zone at the end of a line which determines the maximum amount of space

between a word and the right hand margin without hyphenating the word.
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Setting automatic hyphenation
e Open a document called Hyphenation.

e To turn on automatic hyphenation click on the Page Layout tab. Click on
the Hyphenation button (located within the Page Setup section under the
Page Layout tab) and then on the Automatic command.

',E;I.. = LI

skt
[ ,
e Home Insert | Page layout | References Mailings
1 |24 Orientation = *= Breaks ~ 14] Watermat
L [ Size~ £ Line Numbers - || %] Page Colt
Margins __
- == Columns ~ b Hyphenation = Q Page Bori
Page Setu iv’| Hone
B g | Automatic
Manual

|
b |

Hyphenation options

e Click on the Page Layout tab. Click on the Hyphenation button and then

on the Hyphenation Options command. This will display the Hyphenation
dialog box.

b~ | Hyphenation Options..,

Hyphenation

[+]:automatically byphenate document:
Hyphenate words in CAPS

Hyphenation zone:
w

Limit consecutive hyphens to: (Mo limit

[ Manual... ] L (04 ] [ Cancel ]

t the am
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Text & Paragraph Editing

Text Editing

Applying Subscript and Superscript text formatting
e Open a document called Text effects.
e Type in Einstein’s famous equation:

E=MC2
e You typed in the text, as above, but we need to format the equation so that it

looks like the illustration below. The 2 needs to be formatted using
superscript.

E=MC?
¢ To format the equation properly, select the 2 in the equation, as illustrated.

E=MC2

e Click on the Home tab and from within the Font section, click on the
Superscript icon.

2

x

e You will see the equation formatted as illustrated below.
E=MC?

e "Nextwe will apply subscript formatting to the chemical formula for water.
e Type“in the following:

H20

e »We'need to format the 2 within the formula using subscriptasSelect the
number 2.

¢ Click on the Home tab and from within the Font section, click on the
Subscript icon.

s
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¢ You will see the equation formatted as illustrated below

H;0

e Format the other lines of textw ithin the document as directed, using other text effects,
such as strikethrough and shadow effects.

e Save your changes and close the document.

Inserting special characters and symbols

e The keyboard can only contain a limited number of different letters, numbers
and other items such as alternative currency symbols and the at (@) sign.
You can insert many more symbols and special characters if you wish,
examples of which include:

© ™ > QO € ® ¥

e Open a document called Symbols. This document contains a number of
symbols and special characters. Click to the right of the first picture of a
symbol and then click on the Insert tab. You will see the Symbol command
as illustrated.

= en >x
(7]
TC Equation =
|ﬁ symbal = |
|
| Symbols |

o Clicking on the Symbol command will display a drop down list of symbol
options, as illustrated.

o Clicking on any one of these will insert the symbol that you clicked on (at the
Insertion point).
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e Clicking on More Symbols, will display additional symbols and options, as
illustrated.

Svmbols | Special Characters |
Fontk: |Times Mew Roman o | Subset: |Currenc';.-' Swmnbols - |
] n | FlE£PR | 4] €% L [Ne|TM Q| e &
Ll el 1 s Lo 2l el alln
SI= [V = =S =lo]— =
= BEANENERERER N
[ ] | | [ T = F o
Recently used symbols:
Pl €| e]|y|@|e|™|x]|2]|<|2] 2] x]ee|n]a
PESETA SIGR Character che:lZD.ﬁ\.? | FrDm:|Uniche (he vl
[&utDCDrrect... ] [Shu:urtcut ke, .. ] Shorkcuk key: Z0A7, alk+x
[ Insert ] [ Cancel ]
ol

e If youclick on the Special Characters tab within this dialog box, you will
see a list of special characters. As you can see, many of these special
symbols have a shortcut key displayed to the right of the special character,
within the dialog box. These can be useful if you need to insert a special
character on a regular basis.

Symbols | Special Characters

_haracter:

Shartcuk key:
Al CErl4-Fum -

krl+
IE+iZ

Registered

I+

Tradermark. Ie+iZ
5 Section
1 Paragraph
Ellipsi= Alc+CErl+, —
* Single Opening Quoke Crrl+,
! Single Clasing Quoke Crrl+,!
- Double Opening Quote Crrl+" " >
AuboCarrect. .. ] [ Shorkcuk Kew. ..
[ Insert ] [ CZancel
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¢ Work through the exercises contained within the Symbols document. When
you have finished, save your changes and close the document.

AutoCorrect options

e Microsoft Word has an AutoCorrect facility that allows common typing errors
to be automatically corrected. For instance if you type in 'teh’ instead of
'the’, Microsoft Word will automatically correct your spelling error.

e To open the AutoCorrect dialog box, click on the Office Button (top-left of
your screen). Click on the Word Options button at the bottom of the dialog
box.

|
2] Word Options | | >X Exit Word ]I

e Click on the Proofing option, and then click on the AutoCorrect Options
button.

Word Options

Popul [aBC]
e |}Lfa Change how Word corrects and formats your text,
Display
: : Z
Save Change how Word corrects and formats text as you type: [ AutoCorrect Options.. J

This will display the AutoCorrect dialog box.

SAMPLE
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AutoCorrect: English (U.K.)

AukoFormnat Srnart Tags
AukaCorrect Math AukoCorreck AuktaFarmat &s You Type

Show AutoCorrect Options butbons

Correct TWWo INitial Chpitals

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

Carreck accidental usage of cAPS LOCK key

Replace text as vou bvpe

Replace: With:
I
G A
-l =]
] =
-l ]
| @
| = w
Automatically use suggestions from the spelling checker
[ Ok l [ Zancel ]

e As you can see this has a number of options such as the ability to correct
words where you have accidentally typed in the first two letters in capitals. It
will also automatically capitalise the first letter within a sentence and also the
first letter within a table cell and the days of the week. A very useful feature
is to automatically correct the effect of accidentally pressing the Caps Lock
key!

¢ In the lower part of the dialog box is a scrollable section which tells you what
Mierosoft Wordgwill act engand changejautematieally. Forsinstance ifyou
wanted to ingert.a smiling face symbol © you would type in a colon, followed
by dash, followed\by a closing bracket. As you scroll down this list you will
seeexamples of incorrectly\spelt words that,Micresoft Word will automatically
correct for you:

s Add some words that'you commonlyispelliincorrectly, into'the ' Replace
section of the dialog box, along with the correct spelling in the With section
of the dialog box.

AutoFormat as you type

e You can use the 'AutoFormat As You Type' feature to automatically format
as you type text into your document. For instance a fraction such as a half or
a quarter can be typed in and automatically reformatted as illustrated below.
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1/4 automatically changes to %

e To open the AutoFormat dialog box, click on the Office Button and then
click on the Word Options button at the bottom of the dialog box.

2] Word Options | | > Exit Word ||

¢ Click on the Proofing option, and then click on the AutoCorrect Options

button.
Word Options
Popular [aBc]
i |ﬁ}f2i Change how Word corrects and formats your text,
Drisplay =+
|pim-uuﬁ'ng | AutoCorrect options
Save Change how Word corrects and formats text as you type: [ AutoCorrect Options... ]

This will display the AutoCorrect dialog box.

o Click on the AutoFormat As You Type tab to see the AutoCorrect dialog
box.

AutoCorrect

| AukboFormat || Smark Tags |
| AutoiCorreck || Math AutoCorrect | AutoFormat As ¥You Type

Replace as wou bype
"Skraight quates" with “smart quaotes” Ordinals {1sk) with superscripk
Fractions {112} with fraction character {1%) Hyphens (--1 with dash {—)
[] *Bold* and _italic_ with real Formatting
Internet and network paths with hyvperlinks

o,
Ta
it like th & bef it

Set left- and first-indent with tabs and backspaces
[] pefine stvles based on wour Formatting

Iy as wou bvpe
=d |i

atic numb
5

As you can see there are many formatting options that you can control, such

as automatically applying Smart quotes rather than having the beginning
and ending quotes that look the same.

Normal quotes look like this:
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‘Normal quotes’

Smart Quotes look like this:

‘Smart Quotes’

Close the AutoCorrect dialog box.

Animated text effects

Within Microsoft Word 2003 you could apply text animation effects to
selected text. However there are no text animation effects within Microsoft
Word 2007. If you have a document created using an earlier version of
Microsoft Word you can still view text effects within Microsoft Word 2007.
To remove text effects (created in a document using an earlier version of
Microsoft Word), select that text from which you want to remove the
animation effects and then press Ctrl+Spacebar.

Text wrapping options

You can control how text will ‘flow’ around a graphic. Open a document
called Text wrapping. Click within the middle of the text, half way down the
page. Click on the Insert tab and select Picture. Select and insert a picture
into your document. Your document will look something like this:

T wrapping optices allow you to contrel how the bext will “wrag around” objeets such a3 pletine snd
charts. Text wrapping options aflow you 1o comtrol b 1k Tewt will “wrap sround objects such o

pictures and charts. Test weapping options allow you to controd how the text will ‘wrisg around” olijects
sisch s pictunes and charts. Text wrspping optiors slow you to control how the text will ‘srap arounsd
ahjesty tuch o pictures and charts. Tew? wrapping opthar allow e Lo contrel B e Leat will ‘wrag

mroesnd” pijects such s pictures and charty. Test wrapping options allow you to control how the test wil

TG By el alsecti surh oy GRS and charts RS F
:hpr-:-l".ﬂtn'.-:-.l:---.\nuo_th TR will ‘wrap arofne ST s sach a5 pich J"ﬂﬂlm Tewf
it A Copticarnt v A DO Cot AR e L vl S BT ety iy el ana
charty. Test wrapping opieny allows Wil comirol hos [EGex Wl veap a'u.-'lﬂ'::-:mn-: him
B, anct chants Teofwpppieg cotomilow v B0k Agwkhe tra wll e SR cieds ]

Ifayour picture is displayed much bigger than in the illustrationspresize itsso
that it is smaller (by dragging one of the picture corners towards the centre

of the picture).

As you can see the text does not flow around the picture. Right click on the
picture and from the popup menu displayed, select the Text Wrapping
command. From the submenu displayed, select a text wrapping option such

as Square.
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& o

sthe text will ‘w48 Coey
rol how thee tex) B Faste
Ao e Contio
onsallow you td X3 Change Pture...
Ingoptions allo) & L
twrapping optl %4 *

5 B Hypenn..
| 4| Insest Caption
[l Testiyrapping  » |[w] i Line with Text
2l sige.. (o] square
Fgemad Piclure... _!d Tight
|l ©ening Test
|l Front of Test

e text will ‘wrap
| o the tet will

5 ¢ " (] Top and Eottam
vrap around’ objects such as pictures i Torougn
text will “‘wrap around” objects sucha o]

ol how the text will “‘wrap around of (5] mere payout Options...
sl toocontrol how the text will 'wran around” oblects

e You text will now wrap around the picture, as illustrated.
objects such as pictures and charts. Test wrapping options allow you to comtrol how the test will “srap
arcamd’ objects such as pictures and charts. Test wrapping
optined sllow you 1o control how e tead will ‘wrag arcsung”
cljects such ad pactures and charmi, Tt . WS ping cotinm
allea yois b conthol how the tet will “wrap arauwnd” object
such aa partures and charis, Test wrapping oprtions allow you
o eenErod hay the Teat will "avag arcund objeCE Such o
pectufes and charts, Test wrapging optiors allo yoni 10
condrcd haw Ele test will “wrap arcund’ objects such as plctures
and charts. Text wrapping opthons sllow you to control hore the
text wlll "werap around’ objerts such as pictures and charts. Text wrapping optioes allow you to control
e e Bt il werap avound’ objects such a4 plctures #nd charts Test wiappling optiors allow you i

o Experiment with using some of the other text wrapping options. If you get
lost remember that you can always use the Undo icon.

e Save your changes and close the document.

Text orientation formatting options

e Text orientation options are available within tables. Normally when you enter
text it is orientated horizontally, as in a book. Open a document called Text
ignment.

Select the

[ Seven | Eight ]

e Click on the Layout tab and then click on the Text Direction button.
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Table Tools

Developer Design Layout
’_E] 5 E A= | ' Al 4| Repeat Header Rows
PSSt PTI pE— — Z
= = |_=A| — == Convert to Text
S Text Cell Sart
=l I= [ |pirection Margins Je Formula
| Alignment | Data

The selected text will change as illustrated.

2 7

a3yl |

Four Frva Six
| Seven | Eight | Mine |

e Click on the Text Direction button again and you will see the following.

g E £

Four Five Six
Seven Eight Mine

e Select each row in turn so that text in each row uses a different text
direction.

e Save your changes and close the document.

WordArt

o WordArt allows you to enter text and treat it as graphics within a document
so that the text may be flipped, rotated, curved or subjected to other special
effects. Once a WordArt object is inserted it may be enlarged or reduced
using the normal drag and drop method for scaling graphics.

e Create a new document by pressing Ctrl+N. Type in your name, press the
Enter key a few times to insert a few empty lines and save the document as

& Quick Pails *
Al wardan =
Az

Header & Footer

e The WordArt drop down will be displayed, as illustrated.
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ﬂ |2 Quick Parts ~ |2 Signature Line ~ | T Equation -
H =
W - -
| o Al wordart @Date & Time L2 symbol
w
& | WerdArt mrﬁﬁ't wordar, WordArf Wordart

o Wardilet WordArt WordArt worazr Wordit

manive¥ sapoved

':‘*'*“:i:ﬁ Wl wordArt -~ WordArt 1""“3‘{113'“‘{
Wordaet WorGAre Marddt Wikt W!}fi_f}ﬁ

FApavog --PhaeE oesoos
L

Click on a design thatyou like, and you will see the Edit WordArt Text
dialog box.

Edit WordArt Text

Eont: dize
|T1"Times Mew Raman V” 36 V|
Texk:

Your Text Here

Enter some text such as your first name. Click on the OK button and your
name will be displayed using the design you selected.

Aa - {;ﬁ Sy Bring to Front - ;El.' é'IJ 18em -
& | Wordavt| WortAr "2 W e imenk il
Edit Spacing __ T Shadow 3D Position . | E:glﬁ m
Tet » = A~ || Erteats~ = Effects=| - [ TextWrapping~ Sk~ || 2
Text WordArt Styles Shadow Effects Arrange Size F}

Click on some of the options within the WordArt Styles section to change
the format.
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You can use the Shadow Effect control to add interesting shadow effects to
your WordArt image.

You can experiment with the 3-D control to add interesting three dimensional
effects.

If you have time investigate some of the other WordArt controls. If you get
lost, you can use the Undo icon to reverse your changes.

Save your changes and close the file.

Paragraph Editing

Paragraph shading options

You can add shading effects to your paragraphs. This can be used to
emphasise particular paragraphs within a document. Open a document called
Shading. Click within the first paragraph. Click on the Home tab and then
click on the down arrow next to the Shading icon (displayed within the
Font section of the Home tab). This will display a range of colours that can

Standard Colors
| J | EEEER

Mo Color

18 More Colors..

Apply different colours to the other paragraphs
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e Save your changes and close the document.

Paragraph border options

e You can add border effects to your paragraphs. This can be used to
emphasise particular paragraphs within a document. Open a document called
Borders. Select the first paragraph (by triple clicking within the paragraph).
Click on the Home tab and then click on the down arrow next to the
Borders icon. This will display a range of borders that can be applied to the
paragraph. Click on ‘Outside Borders’.

| |
T Mormal | T MNo Spaci...

-~ | Bottom Border

Top Border B

i | Left Border l_

Right Border

Mo Border

All Borders
Cutside Borders

+ L H

Inside Borders

Inside Horizontal Border

Inside Vertical Border

Horizontal Line

E
A=
j Draw Table
=

View Gridlines

;ﬂ Barders and Shading...

e Experiment with selecting other paragraphs and applying different border
effects.

e Save your changes and close the document.

Reversing the/colour of a paragraph

e mNormally your text is displayed as black text on a white background.! You.can
reverse this so.that the textiis displayed in white'on a black background.
Open a document called Reverse.

e nclick on the Home tab and then click on the down arrowsnext:to the
Shading icon. This will display a range of colours that can be used to shade
that paragraph. Click on the Black option, as illustrated.
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|
S E - TMormal | TH

Theme Colors

Elack, Text 1 [

Standard Colors

Normally your text is displayed as black text on a white background. You can reverse this sothat the
text is displayed in white on a black background. Normally your text is displayed as black text on a white
background. You can reverse this sothat the text is displayed in white on a black background. Normally

your text is displayed as black text on a white background. You can reverse this sothat the text is
displayed in white on a black background.

e Save your changes and close the document.

Widow paragraphs and orphan paragraphs

¢ By default Microsoft Word automatically prevents widow paragraphs and
orphan paragraphs via the automatic Widow/ Orphan feature built into
Microsoft Word.

This stops Microsoft Word from printing the last line of a paragraph at the top
of a page by itself. This would be called a 'widow paragraph’.

It also stops Microsoft Word from printing the first line of a paragraph at the
bottom of a page by itself. This would be called an ‘'orphan paragraph’.

e Press Ctrl+N to create a new document. Quickly type in a few paragraphs of
text (about anything you like).

e To make sure that this feature is active, select the paragraphs within the
document to which you wish to apply window/orphan control.

e Click on the Page Layout tab. Within the Paragraph section click on the
Paragraph Dialog Boxglauncher gaFromutherdialeg boxadisplayed, select
the Line and Page Breaks tab. Make sure that the Widow/Orphan
control check box.is active.

Paragraph

Inderts anﬂ:acing Line and Page Breaks :

Pagination
Widow/iDrphan control
Keep with next
[ keep lines together
[]Page break befare

TIP: As you should see, the Widow/ orphan control is active by default.
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¢ In the Line and Page Breaks tab of the Paragraph dialog box, you will also
see other options:

Keep with next:
This inserts a page break automatically between the paragraph you have
selected and the next paragraph.

Keep lines together:
This stops a page break within the selected paragraph.

Page break before:
This automatically inserts a page break before the selected paragraph.

e Close your document without saving your changes.

SAMPLE
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Styles and Templates

Styles

o A style is a collection of formatting information that is given a name. You can
apply a style to selected text using the Quick Styles gallery. Microsoft Word
contains a number of preformatted styles. You can also create your own
styles if you need to.

Applying styles
e Open a document called Applying Styles. Click within the first line of text
within the document, i.e. with the text:

‘Styles and Microsoft Word’

¢ Click on the Home tab and select the required style from the Styles group.
You can click on the More button to display additional style options.

34 Find ~
|AaBbCcDe || AaBbCcDc AaBbC: AaBbCc A -
™ c Replace
T MNormal | TMo Spaci.. Headingl Heading 2 -

= Select~
Styles Editing
3 Styles.docx - Microsoft Word e
fiew Wiew Developer @
i | e O | e i &3 Find ~
/2= =[|24[I 9| | aspbcepe AaBbceDe | AaBbC| AaBbCc % i
ac Replace
THormal T Mo Spaci.. | Headingl | Heading 2 Change
Styles « || W Select~
e —
AADB aaBbce. Acsbeco AgsbCcD: Z) (L Edting
et O R Title Subtitle  Subtle Em... Emphasis AR A e )

AgBbCcDi  AaBbCcd AgBbCeDt AaBhCcDi

¢t or to an entire pe

¢ In this case select ‘Heading 1’

TIP: To see how the style will look within a document, point to the style that
you wish to preview, without actually clicking the mouse button.
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e The first line of your document will now be formatted using the ‘Heading 1’
style.

o Click within one of the longer paragraphs within your document and
experiment with applying different styles to that paragraph.

TIP: To see more styles press Ctrl+Shift+S to open the Apply Styles task
pane. Click on the down arrow within this control to display more style
options, as illustrated. Experiment by applying some of these styles to
paragraphs within your document.

Apply Styles v o=
Style Mame:
Mormal |
H Colorful Shading - Accent 1 s

M Colorful Shading - Accent 2
M Colorful Shading - Accent 3

*. Colorful Shading - Accent 4

M Colorful Shading - Accent S

E Colotful Shading - Accent 6

E Colorful Lisk

EH Colorful List - Accent 1

EH Colotful List - Accent 2 b’

e Save your changes and close the document.

Modifying styles

o Microsoft Word is supplied with a number of available styles. You can easily
modify an existing style. Open a document called Modifying styles. Select
the first line and apply a ‘Heading 1’ style to it. It should now look like this.

Modifying Styles

¢ We will now modify the ‘Heading 1’ style so that it uses a different font and
displays usingra differenticolour.

s Rightclick oyer the ‘Heading 1’ quick style and from\ the popup menu
displayed select the Modify command.
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e
@
% 33 Find -
¢ AaBbCcDe | AaBbCill AaBbCc P
1 No Spaci... || He Update Heading 1 to Match Selection
_St_!h;i Madify...
Select All 1 Instance(s) T
TR P e S i
I i Rename...

—_—

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

o This will display the Modify Style dialog box.

Modify Style

Properties
Hame: |Heading 1 |
Stvle type; Linked {paragraph and character)
Style based on: | T marmal w |
Style For Following paragraph: | T marmal V|

Farmatking

|Cambria(Headings]v”14 v|||?| A | ||_ V|

= = + H
- — * i

(L]
Il
ke
"l

Modifying Styles

nace Befors

Iag

le, Priority: an: Mormal,

[ (o] 4 ] [ Cancel

the Font box, and select a different font, such as Arial.
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Formatking
i+ «|B| 7 U I

Cambria (Headings) =
Calibri {(Body)

% Courier MNew

T Arial Black

 Fon. o

B Agency M

T ALGERIAN

T ¥ibi

% adderoo®s  ODOAOTONDT (ki riys 10, Sacedons sl

& Arial

T Arial Black v

AU L IR, S0IE TS0 ALLOTIELEAIn OPOdieE

{IEd]
il
¥
il

¥
+

(&% Pl in bhic dacomank © Y Rl deenmanke hacad an bhic Famnlaka

e To change the font colour used by this style click on the down arrow next to
the Font Colour box and select a different colour, such as Blue or Green.

Farmatting

Cambria (Headings, » | (14 «|/(|B | T U _I.v.
= I = . . Automatic
= = = = _ - — Theme Colors

Modifying Styles I I I lEII I I [] I
[ O

Standard Colors
HE EEEER

Maore Colors..,

Font: {Default) +Headings, 14 pt, Bold, Font color: Accent 1, Space Befaore: 24 pt, AFter

TIP: If you look at the bottom of the dialog box, you will see details_of how
the modified style will be stored. If you select'the ‘Only in this document’
option then the ‘style will only be modified within the active document. If
hewever you wanted the modification to be available to all new documents
that you subsequently create based on this template, then you would select
the ‘new documents based on this template’ option. In this case make sure
that ‘Only in this document is selected.

Add ko Quick Style list  [] Aukomatically update
(&) only in this document () New documents based on this kemplate

T

e Click on the OK button and the style will have been modified.
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Click on the header line lower down the page and apply the modified ‘Header
1’ style to that paragraph.

Save your changes and close the document.

Creating styles

Press Ctrl+N to create a new document. Type in your name. Press the
Enter key a few times to insert a few empty lines. Select your text. Format
your text using the Arial font, and to be displayed in bold, using a 20 pt
font size and finally using a red text colour.

Press Ctrl+Shift+S to display the Apply Styles box. Type in the name of
the new style, in this case BigRed, as illustrated.

Apply Styles v X
Style Mame:
BigRed w
Mew

AutoComplete style names

Click on the New button and close the Apply Styles box.

You can now type in some text at the bottom of your document and try
applying the new style to that text.

Save your changes and close the document.

Using Outline View with header styles

Outline view displays the structure of a document. The indentations visible in
Outline view provide an overview display of how your document is put
together in terms of body text and header levels.

Viewing a document in Quiline View:

Opena document called Outline View.
€lick on the View tab and then click on the Outline button.

Ji‘" (Y] ‘ . " Ej 2 "aﬁanual eur_V r|uﬁgmr,
|" Insert ‘ E.f::lu‘t ':feren' I'.Ings Review r_w |

J I 3 5 Web Layout || [V Ruler Document Map ) i LN
- Outline Gridlines Thumbnails N L oo iJ_jH'
Print ™| Full Screen  — - Zoom 100% _
Layout | Reading =l oratt || 'Message Bar =
Dacument Views Show/Hide Zoom

Your screen will now look like this.
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rD—_; d=a s Gutlines.dock - Microsaft Word LT
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.+ =] . N Shicw £ Clase
Show First Line Oniy Datument Sub 1 utlineg View
Crtling Took Master Document Clate
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@ Hardware, Software and Information Technology
L]

@ Understanding the terms hardware, software,
Information Technology
L]
© Hardware
® . The term hardware refers to the physical
components of your computer such as the system
unit, mouse, keyboard, monitor etc.

L
© Software
o . The software is the collection of instructions
which makes the computer work. For instance,
when you type in words via the keyboard, the
software is responsible for displaying the correct
letters, in the correct place on the screen.
Software is held either on your computer’s hard
disk, CD-ROM, DVD or on a diskette (floppy disk)
and is loaded (i.e. copied) from the disk into the
computers RAM (Random Access Memory), as and
when required.
L ]
© Information Technology (IT)
® This i1s a general term which relates to the
use of computers as an aid to creating and ;
maintaining data, i.e. information. IT is related to ¥

Pageilaltd  Werds3200 U5 Englsnuiey | % | EREEE

As you can see the document displays layers of indented text. The indents

relate to Header 1, Header 2 levels etc and to body text within the
document.

e Switch between Print Layout view and Outline view a few times as you
move down the document. You should begin to see how the Outline View
relates to the header structure within the document.

¢ Save any changes you have made and close the document.

Creating a document in Outline view
e Create a new document by pressing Ctrl+N.
e Click on the View tab and then click on the Outline button.

Daocument Views : Show/Hide I Zoom

The Outlining ribbon will be displayed.
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-E_'-'-‘:u =93 = word_2007_manual_eur V2.doc [Compatibility Mode] - h
C'J
— Cutlining Haome Insert Page Layout References Mailings Review View D
®-— " b
5 Show Level:
[ | BodyTet  ~|[20 2b|| 2 = _
v | Show Text Formatting
|4 B o= ) Show Itapse ;Iose_
Show First Line Only Document Subdocuments || Qutline View
Outlinz Toaols Master Document Close

Enter text for the first heading (anything will do) and press Enter. A first-
level heading is inserted.

To type another heading which is the same level as the previous heading,
type in the new heading text and press Enter.

To enter a heading that is a level below the previous heading (indented to its
right), you demote the level heading. This is sometimes called a
subordinate level. To demote a heading level, press Tab, or click the
Demote icon (the right arrow) on the Outlining tab.

-E:'-:a = o

el Qutlining Home In
WA oA || Levell | e e
& & 9= =

Outling

To enter a heading that is a level above the previous heading (moved to its
left), you promote the level heading. This is sometimes called a superior
level. To promote a heading level, press Shift-Tab, or click the Promote
icon (the left arrow) on the Outlining tab and then type the heading.

(On) 9 -8 )+
il
e Qutlining Home Ir
Ilm Level 1 - || e e
e W s - .

I_ ! !O'ﬁlil‘li!

To_enter/your body' text after ‘an outline heading, click on the Demote to
Body TeXxt button on the Outliningtab, or press Alt+Shift+5 (on the
numeric keypad) and then type in the text.

TIP: To use some of these keyboard shortcuts, ensure that the NUM Lock is
switched off!
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Outlineg

To move a heading up or down to a different location in the Outline, select
the header you wish to move, click on the Move Up or Move Down button.

(O g7 (0o T
Dutlining Home Ins — Qutlining Home Ir
W | Level 1 || S g %@ o | Levell || Sk e
@& |# == = @& |5 =
Outline 1 Outling

Experiment with entering different header levels into your document and
every so often switch back to Print Layout view to see the effects of your
work.

Save your document as My Outline Document, and close the document.

Templates

All documents that you create within Microsoft Word are based on templates.
The default template is a file called Normal.dotm. If you created a new
document by pressing Ctrl+N, then you are not asked which template you
want to use. A document is created based on information contained within
the default template, i.e. Normal.dotm. Within this template formatting
information is stored, such as the text size, font and colour. Much more
formatting information such as margins, line spacing, etc. is also stored
within this file. If you wanted all new documents based on the default
template to use a particular font, then all you would have to do is to modify
the file, Normal.dotm.

When you click on‘the Office button, and then click on the New command,
youfare offered a choice of templates on which to base the new.document:
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New Document @ri|

Eeinphit I | (© » | : 1 temy = | Professional services brochure (8 1/2
Blank and recent — ————— | x11, letter fold, 2 pages)
Al
Installed Templates "dlll | IlI‘ | F Stocklayouts
My tempiates... - e 4050 KB [15 mins @ 56 Kbps)
MO AT [ 2910 Votes)
HNew from existing...
Microsoft Office Online "
Featured f 1 [
Agendas (|
o Award certificates 4 Professional sennices Brochure
Brochures {3 brochure B1/2x11,
letter fold, 2 pages)
Business cards
Calendars
Contracts | = —
5
Envelopes =5 ?’
Expense reports == ~
Faxes e -,
Trifold Brochure with a Financial services i.-l,l,ll
Fyers menu theme (warks brochure
with Xerox DD3RISTET)
Forms
Gift certificates
Greeting cards =
Inventories . -
nventorie: . ﬁ. '
Invitations I =
_lInuoices = _

Each of these different options is stored in different templates. You can
create your own template files and they will show up in the list of choices that
you are offered within the new dialog box.

Creating a new template based on an existing document or template

¢ You can create a template by creating a new document and then after
customising the document, save it as a template.

You can modify an existing document and save it as a template.

Lastly you can open an existing template and after making your modifications
resave the template using a different name.

the

Next to
this do

within the

as a tem
Save As

Savein:

Trusted
(] Templates

¢ Click on the down arrow next to the Save as type section of the dialog
box. Select Word Template, as illustrated.
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‘i'_ W _| l‘ ‘ ‘
File name: Urgenk Fax.docx

Save as LYPe! | word Document (*.docx)

{wiord 97-2003 Docurment (*,doc

A [E ﬂ <

Word Template (% dakx)
Wiard Macro-Enabled Template (%, dotm)
w'ord 97-2003 Template (*, dot)

Single File Web Page (*.mht; *.mhtml)
‘wieb Page (*.htrn; *.html)

Cancel

<

e Click on the Save button.
¢ Close the document.

e To use this template, click on the Office Button and then click on the New
command.

You will see the New Document dialog box similar to that illustrated below.

New Document @ E
Templates -~

Blank and recent

Installed Templates

=L =D |.'F_.".=-:5.: licrosoft

||-)| ‘ Blank document

My templates...

Mew from existing... I
Microsoft Office Online
Featured ‘
Agendas

Award certificates
Brochures |
Business cards

Calendars |

Contracts =

Inventories

Invitations Business Fax Eusiness Repart

Invoices M 5

L Create J[ Cancel .]:._.

e Click on the My templates option
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Templates ~ ‘
I Blank and recent l

Installed Templates

| My templates... |

Blnsss Frmme macicbime

This will display the New dialog box. Select your template, in this case
Urgent Fax, and click on the OK button.

New X]

My Templates |

Marmal dokrm

[=]e

Preview

Preview not available,

Create Mew
(%) Document () Template

L oK ] [ Cancel J

A document will be displayed based on your template.

NOTE: You have not opened the template file; you have created a new

document based on the template. Any changes that you make to this new
document will not affect the template file in any way.

Campany: Cheltenham Courseware

Depart et Marketing

Message

T T R T

Save the document as My Urgent Fax and close the file.
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Customising Normal.dotm

When you create a new document within Microsoft Word, by default the
document is based on formatting information contained within a template file
called Normal.dotm. If you open this template file and make any changes,
then these changes will apply to all new documents that you create based on
the default template.

Opening the template file will vary slightly depending on whether you are
using Windows XP or Windows Vista.

If you are using Windows Vista, then click on the Microsoft Office Button.
From the menu displayed click on the Open command. Click on Templates
and then double-click the Normal.dotm file to openit.

If you are using Windows XP, then click on the Microsoft Office Button.
From the menu displayed click on the Open command. Look in Trusted
Templates and double click on the Normal.dotm file.

Look in: (=) Templates
o Trusted |IC)Document Thermes
Templates IZhSmartart Graphics
3, My Recent ~$Mormal,dotm

Documents

@ Deskkop

‘L_:E Marrnal. dakrn

When you have opened the template file, you should see the name Normal
displayed within the Microsoft Word document title bar.

You can make changes to this template now. Press Ctrl+A to select the
entire (empty) document. Apply the Arial font (using the Font control on
the Home tab).

Arial -

Make other changes such as increasing the margin sizes|ok setting the page
layout to landscape (if you do not know how to do this try using the online
Help available within Microsoft Word).

Save your changes and close the template file.

Create a new document based on the default template, by pressing Ctrl+N.
Type in your name. You should find that the font used in this new document
is the Arial font you specified in the Normal template file. Save the file as My
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Arial Document. Close the document.

Recreating a default Normal.dotm file

o If you delete or rename the Normal template file, Microsoft Word will create a
new, default version of this template file the next time you restart Microsoft
Word. This can be a useful trick if your default template file has become
corrupted or over customised and you want to reset to the default settings.

Remember that the ‘t’ in .dotm indicates a template file.

SAMPLE
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Sections and Column Formatting

Section Breaks

Section breaks can be used to apply a particular layout or format to a page or
range of pages, such as a chapter within a document. Using section breaks
you could apply different chapter headers and footers to different chapters
within a single document. Section breaks can be used to specify different
formatting options for different parts of your document, including the
following formatting and layout options:

- Paper orientation

- Paper source when printing
- Page borders

- Vertical text alignment
- Headers and footers

- Columns

- Page numbering

- Line numbering

- Footnotes and endnotes
- Margins

- Paper size

Creating sections within a document

Open a document called Sections. Within the first page, click just in front of
the text

‘Section One’

Click on the Page Layout tab and then click on the Breaks button

Page Layout References

Fhis will display the Breaks dialog box.

As you can see you can insert page breaks within the top section of the
dialog box and section breaks using the bottom section of the dialog box.

There are different types of section breaks that you can insert into your
document.

Next Page:
The new section will start on the next page within your document. The next
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page section break is often used for starting a new chapter within a
document on a new page.

Continuous:

The new section starts on the same page. This type of section break is often
used to control formatting such as displaying text within columns. When you
format text as columns this type of section break is automatically setup up
for you by Microsoft Word.

Even Page:
The new section starts on the next available even page within the document.
This is often used for starting a new chapter within a document on an even

page

Odd Page:
The new section starts on the next available odd page within the document.
This is often used for starting a new chapter within a document on an odd

page

Select Odd Page section break from the dialog box. Click just in front of the
text

‘Section two’
and insert an odd section break.

NOTE: You would use the same method for even section breaks.

View the document in Print Preview view. To do this click on the Office
button (top-left of your screen), and then click on the arrow to the right of
the Print command. From the menu displayed select the Print Preview
command.

Select the Two Pages option to make the effects of your formatting easier to
view.

Print Previaus

[

nsOrientat

Scroll up and down the document: as you can see each chapter starts on an
odd page.
Click on the Close Print View command to return to the Print Layout view.
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|
I‘Clo'se Print'
Preview ‘

¢ Use the Undo icon to remove the section breaks you inserted and

experiment with the effect of inserting the other types of section breaks into
your document.

¢ Finally reinsert your odd page section breaks, save your changes and close
the document.

Viewing and deleting section breaks within a document

¢ As you have seen, you can manually insert section breaks within your
document. However there are occasions when you will apply formatting to a
document, such as column formatting where Microsoft Word will
automatically insert section breaks for you.

e Open a document called Section columns. Select the first main paragraph,
as illustrated.

Salwct tha sawt paragraph of baxt and formet A 10 b b dormis

tbaen yin o test 1o be displayed B cobursms Microsoft Wiord sulomaficslly esers. secton breaks
o s, Wl s torman et b ke displanped % it Want it oraticely enerts serion
Bk A pins, Wisers you TOrmaE! test 6o be daplayed i col iy Word s iy inaerts
o bmaka i you. Wheen you loremal Lest 1o be displayed o ook Microsol Word sutcematinslly
eriy sectuom bresbo o pea W o b £ b dinplayed i coly Wi Wioed

mstomatically ingerts mﬁh_hmﬁwﬁw-mm
‘Word automatcally inserts wection bresks for yoo

i et Nt this par gy il of Eeodt. o rct ot this paragraph of test, Do not format thin pad sgraph
o test. Do rot fonmat this paragraph of 1est. Do not format this paragraph of tesi. Do mot format this
paragrach of vext. Danot format this patagesph ol e

e Click on the Page Layout tab and click on the Columns button. From the

drop down list displayed, select Two, to display the selected text as two
column text.

e The document will now look like this.
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Salect the next paragraph of text and format it to be displayed in two celumn format.

Wheen you format 1est 10 be displayed as be displayed a5 calismns Microssdt Wond
colurmia Microsodt Ward sctomatically Mhserts st cematically Inerts section bredka fof you
section bseaks foryou, Whesyyou format test o When you fopmat test 1o be dinplayed as

be displayed as colismng Microsdn Word eodumng Microsodt Word aunamatically insers
it cania beally inmer by section breaks Tod you, secthon beesicy for you. When yiou farmed test o
Wheewy you farmat test 1o be displaymd as e displayed a8 colemns Microsoft Word
codumna Mioroolt Word sutomaticslly knserta sutcamatically Inverts section breaks o you

section barealics for you, Wheen yon formadt fest to

Do mot format ihis p;-w;_-.l- af tesxt, Do not foamad Ehey pasragragph of test. Do ot Tormat this |:-J.u,a.l.'|rl'
af text. Do nat fodmst this paragraph af text. Do nat fonms! this padsgpraph of text. Do nat fehmat this
paragraph af test. Do nat format this paragragh of test

e You cannot see the section breaks in Print Layout view. Click on the View
tab and select the Draft view from the Document Views section.

F

l_-."_'n H9-0 = Section columns.doox -
— Home Insert Page Layout References Mailings Review View
J = 5 Web Layout | W Ruler Document Map ) } fE

' outline Gridlines Thumbnails T
Print ™| Full Screen | - Zoom 100%.
Layout | Reading =] praft I 'Wessage bar =l
Document Views Show/Hide Zoom

e You will be able to see the section break, as illustrated.

Section Break (Continuous)

e If you scroll down you will find another section break. The two column
formatting is contained within the two section breaks.

e Itis important to realise that a section break controls the section formatting
of the text that PRECEDES the section break.

o To illustrate this we will delete the first section break within your document.
To do this, select the first section break and press the Del key. Switch back
to Print Layout view. You will see that the single column formatting of the
first,section within the document hasibeenreplaced, by the two column
formatting of the, second section within the document. Click on the Undo
icon to un-delete the first section break. Delete the second section break and
thenyview the effect in Print Layout view. ASWyou can see, this second
section break contained the information about 2 column formatting.

¢ Save your changes and close the document.

Columns

e Normally you use a single column layout. You can easily select and format it
using a multi-column layout.
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Creating multiple column layouts

e Open a document called Columns, and then click on the Page Layout tab.

Click on the Columns command and you will see a drop down list of column
formats.

a
H]
-
5
G

Home Insert | Page Layout | References

Aaj - !! |2y Orientation = 4= Breaks

"""" ' I IE Size - 5_15] Line Numbers
Themes Margins r—
| ¥ @' & Ef Columns =| b~ Hyphenation
I Themes [l :
=l
lg' g ) L | —
= i
Two
Three
s
= Left
- =i right
% EE  Moare Columns...

e Click on the Two column option and observe the effect.

e To more clearly see the effect, scroll to the start of the document and then
click on the View tab and set the view to Page Width.

)
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-
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G

columns.doct - Microsoft Word

Home Insert Page Layout References Mailings Review

= | Ruler Tl Document Map
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End of the preview sample

‘ CHELTENHAM
|

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.

The IT Computer Courseware Library

m
A complete library of quality training courses na j Q

Includes Windows 7 and Office 2010 Courseware j & \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES * ADD YOUR OWHN MAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each
course, included w ith our printable coursew are. OVer

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 )

The most cost effective courseware solution for your IT
training needs. Get ALL our courses, and all new courses web Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library'.
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