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Course Basics

Toolbars

The Title Bar

o The title bar is displayed along the top of almost all program, folder and dialog
box windows. It is used to display information such as the name of the
application (or folder) and the documentyou are working on. Information which
is displayed here may vary. The example shown illustrates the title bar for a
program called Microsoft Word, in which a document called Documentl has
been opened or saved:

il Document1 - Microsoft Word

File Edit “iew Inzet Fomat Toolz  Table “Window  Help

The Menu Bar

e The menu bar is located under the title bar, and contains a series of drop down
menus. The example shown illustrates the Microsoft Word Menu Bar:

FEile Edit “iew Inzert Format Toole Table 'Window  Help

To execute Menu commands

o "In most cases,/you are asked to use /the mouse to execute a series of menu
commands (e;g., File > Save As). /What this means is that you selectFile from
the,main menu, followed by Save As:

E iew  lnzert or T ool T able Help
| Save Az %JE El IS i) <P | v Cu -
[ Page Setup... e e e e e e 3
&b Prirk..  ChlsP ' ' ' ' '

Properties
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The Tool Bar

e The tool bar contains a series of icons, which allow you to achieve a desired
effect as quickly as possible. In the example shown, taken from the Microsoft
Word Formatting toolbar, to make the selected text bold, you would click on the

Bold icon:

Formatting

24 Momal +Bold = Times Mew Roman = 12 = %j" U % %

+
+

|
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I
[
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>
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The Status Bar

e Most application windows have a status bar displayed along the bottom of the
window. In the example illustrated, taken from Microsoft Word, the status bar
conveys information about the page within the document which you are working
on, along with other relevant information:

Page 1 Sec 1 13 Ak 1.3 Ln 3 ol 1 REC TRE ExT ©OWYR English

The Scroll Bar

e When a program or folder needs to display information within a window, two
sets of scroll bars may be displayed along the bottom and right side of the
window. By using the scroll bars it is possible to move to any position within a
document and also work on a document many times bigger than your physical
screen size.

TO0 moveWp and down withimiaw ind ows(usingfthe scrollfbar)

o _Toyscroll upwards 'in.a window, click on the upwards-pointing arrow at the top,of
the vertical /screllgbar:

e To move downwards in a window, click on the downwards-pointing arrow at the
bottom of'the vertical'scroll bar:

To move right to left within a window
e To move to the right-hand_side of a window, click on the right-hand arrow on

the horizontal scroll bar:
e To move to the left-hand side of a window, click on the left-hand arrow on the

horizontal scroll bar:
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File Management

Opening Files

From the main menu, select File = Open command or click on the Open icon
and select the required file from the dialog box displayed:

Eile | Edit “iew |nzert Format Toolz  Table b

[ Mew.. Ctrl+H
|I#. Open... [~ Ctrl+0 |
r‘\‘}
Cloze
Dpen [ ]

tockin  [(L) My Documents x] - @ ¥ £ - Tooks~

Mame
;’g 2 Adobe

History I My eBooks

j My Muzic
o 2 My Pictures
) My Received Files
My Documents || My videns

& IDocument doc

®

Desktop

]

Favarites

2= File pamme: - >

My Metiwark I _J Spen
Places Files of Eype: |p.|| Fies (*,%) 3 Cancel B

Use the Look in drop-down menu to/select the'driveror folder which contains
the file'you want.

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.

Saving Files

To save a new document

From the main menu, select File = Save command or 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:
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m Edit  “iew Inzett  Formmat  Toole Table
[ Mew.. Citrl+M
= Open.. Cirl+0
Cloze
|H Save [} Chil+5
5
Save Az

o 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 save a document under another name and/or location

¢ 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 main menu, choose File > Save As command.

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.

To create a new folder in which to save your document

e Click on the Create New Folder icon, displayed within the Save As dialog box.
e This will display the New Folder dialog box. Enter the name of the new folder,
and then click on the OK button:

=
&i File name: INew Dacument, doc

My Network -

Places Save as bype! IWurd Document {¥,doc)

Note: The folder will be created under the current folder.
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Closing Files

¢ Click on the Close Window 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):

Type a question for help |+ |§|

Cloze Window

Installing the Sample Files

e Use Windows Explorer to create a folder called Word 2003 Intermediate
Samples, in the My Documents folder.

o Copy the sample files for this course to the My Documents\Word 2003
Intermediate Samples folder.

o If these files have been copied to your network server, then ask your
trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.
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Templates

Create a Template

Accessing Library Templates
¢ From the main menu, choose File = New to open the New Document pane,
and click on On my computer to open the Templates dialog box:

Templates E2

General I Legal Pleadings  Letters & Faxes |Mail Metge I Mernas I Cither Documnents I Publications I Reports I

O CERaYd Contemporary Contemporary  Elegant Fax
Fax Letter Ty
s, —

Elegant Letter  Envelope Fax Wizard  Letter Wizard
Wizard

@ =5 = =

Mailing Label  Personal Fax  Professional  Professional
‘wizard Fax Letter —

| v

Create Mew
[l I =l [G Document ¢ Template
Templates on Office Online | ’TI Cancel |

e Click on the Letters & Faxes tab.

e Click on Business Fax to select it.

e Click on OK.

e The template opens in a new window, with fields you can fill in to customize the
document:

A facsimile from

To: [Click here md type name] [Business name]
Facrommber: [Contact information]
Dade:

Regarding: [Clidi here and type subject]

Commnends:
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e Close the document without saving the changes.

M Accessing Microsoft Templates
From the main menu, choose File = New to open the New Document pane,
and click on Templates on Office Online to link to the Microsoft Office

Template Gallery through your Web browser:

[E——

¢ Browse the template categories to locate the required template. Categories
vary from Marketing to Publications, as well as Education.

o For a preview of the template, click on the category, then the name of the
template. In this example, we selected Microsoft Office Programs > Word >

Agendas and Minutes > Business event schedule:

Agendas and Minutes Help

Templates = Microsaoft OFfice Programs = Word

Templates 1-12 of 12, sarted alphabetically Fage: [1]

@ Business event schedul

Rating: ATJA"#&"E:&( kes)

o The preview page will be displayed:
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¢ Click Download Now:

Business event schedule
Templates > Microsaft Office Programs = Word > Agendas and Minukes

Raking: HWWH’E-T (75 vokes)
Download size: 44 KB (<1 min @ 56 Kbps)

Wersion: Requires Word 97 or later

Download Mo ﬂ&

e The Terms of Use page may open, if it is the first time you have accessed the
Microsoft Office templates online:

Terms Of Use

ATTENTION: Cookies must be enabled in your browser before you will be able to
successfully complete a download from this site. If you are routed back to this
page without successfully downloading, please enable cookies in your browser
before trying again.

Accept Decline

e Click Accept.

¢ When you access the site for the first time, a Microsoft Security Warning
dialog box may ask your permission to install and run Microsoft Office

Templates:
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Security Warning
Do you want ko install and run "Microsoft Qffice Template

and Media Contral” zsigned on 15/07 /2003 3:50 A and
digtributed by:

Microzoft Corporation
Publizher authenticity verified by Microzoft Code Signing
Caution: Microzoft Corparation asserts that this content iz

zafe. Y'ou should anly installview this content if pou trust
Iicrozoft Corporation to make that assertion.

[ Alwayps trust content from Microsoft Corporation

e | Mo I More Infa I

e Choose Yes, and then the template status can be previewed in the browser
window.

The Microsoft Office Template and Media Control has been successfully

installed.
Cnntinue[ !

e Click Continue to open the template in Word:

Status

Dr DR fem b Pped lma Tek e o .v cx
SFEITEIRT ALY WAL W1 I ALERTe ] |
P — -z s [wlew gE’i_a-:- ey e |

Special Thankn Erterprise Success 2003

EVENT OORWMITIEE

e Close the document without saving the changes.

Creating a Template from an existing document

e Open Creating a Template.doc from your Word 2003 Foundation Samples
folder.

¢ From the main menu, choose File > Save As.
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¢ In the Save as type field, select Document Template:

Q) work Sl e m QX Ly - Tedse

= p:
)
Bocuments
€]
Desktop
My Documents:
59

My Computer
MV% File niame: Ilnv\:i:e 3 Save
Places Save a5 typei [word Document T~ Cancel l‘
e ] |
-

1%eb Page, Fitered
Rich Text Format ;
Plain Text

e The Save in field will alter to show the Templates folder where the new
template will be saved.

o Type Creating a Template.dot in the File name field.
e Click Save.
e Close the template.

]

Selecting a Template from the Templates dialog box

e From the main menu, choose File = New to open the New Document task
pane.

e Click on On my computer to open the Templates dialog box.
Click on the Publications tab.

SAMPLE
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Templates [ %]

General | Legal Pleadings | Letters & Faxes | Mail Merge | Memos | Other Dacuments ~ Fublications |Reports |

i ] i o) e
s o @ = b2

Brochure Directary Thesis

Audrnitistratite
Stdesheet Crade

Create Mew
[G Document € Template
Templates on Office Online | Ok I Cancel |

e Select the Template option in the Create New options area:

—Preview

—Creake MNew

e This will create the item as a template rather than a one-time document.
o Click OK.

e  The new template will open.| Highlight the text INSPIRED TECHNOLOGIES
andychanges/the font to Arial, size 36.

o From the mainfmenu, select File = Save.
e Type Selecting a Template.dot in the File nhame field of the Save dialog box.
o Click'on Save.

Note: If a Microsoft Office Word dialog box appears, click OK.

e Close the document.
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Modifying a Template

e From the main menu, choose File = New to open the New Document task
pane.

e Click on On my computer to open the Templates dialog box.

e Click on the Letters & Faxes tab.

e Select Contemporary Fax:

General I Legal Pleadings  Letters & Faxes |Mail Merge I Memas I Cther Documents I Publications I Reports I
] | [ =
; ; ; rPreview ———————————

Business Fax Conkemporary  Elegant Fax
Letter

d &d & =

| v

Elegant Letker  Envelope Fax wizard  Letter Wizard
Wizard

N E g g
Mailing Label  Personal Fax  Professional  Professional

“Wizard Fax Letter —

Creake Mew

@ 1 ;I [r Document £ Template

Templates on Office Online Ok I Cancel |
e Click OK.

e From the main menu, choose File = Save As to save the template as a
template file.

e Confirm that Document Template is selected in the Save as type field.
e Click save. You can now modify and resave the template to suit your needs.
e Close the document.

F R A R AN

Creating Paragraph Styles
e Create a blank new document.
e Type your name.

¢ Highlight the text and change the font to Courier New, and the Font color to
Teal.

o Ensure the text is still highlighted.

e If not already open, from the main menu, choose View > Toolbars >
Formatting to open the Formatting toolbar at the top of the document.

¢ Click inside the Style field in the Formatting toolbar:
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Courier

e The Style currently named in the field will be highlighted.
o Enter Sample Style in the Style field, and press Enter:

© A4 |Sample Style| Courier Iy

e Close the document without saving the changes.

Creating and Applying Style from the New Style dialog box
e Create a new blank document.

e From the main menu, choose Format > Styles and Formatting to display the
Styles and Formatting pane:

| Styles and Formatting - ox

Formalkti of selected bext

HMormal |

Select Al Mew Style...

Pick formatting to apply

Clear Formatting =
Heading 1 "
Heading 2 1
Heading 3 n

Hormal 1

Style Arial Black a

e Click the New Style button in the Formatting of selected text section:
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Formatting of selected text

Mormal

| Select Al | | Mew Skyle, .. I%

¢ This opens the New Style dialog box where we will enter the following:

Hew Style H
Propetties
Marne: IIntermediate Heading
Style type: IParagraph j
Style based on: I 11 Marmal j
Style for Following paragraph: I {1 Intermediate Heading j
Formakking
Arial v +|/B 1 u|A-

e — P += +=
EE] - = t=

Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Tewdt
Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text

Sample Text Sample Text Sample Text Sample Text
Sample Text

Mormal + Font: Arial, 16 pt, Bold, Fonk color: Dark Teal, Aukomatically
update

[~ add to template ¥ Automatically update

Format - | oK | Cancel I

Name - Intermediate Heading
Style Type - Paragraph

Font Name - Arial

Font Size - 16

Style - Bold

Color - Dark Teal

Alighment - Left

Spacing - Single Spacing
Automatically Update - Checked

Click the OK button.

Clickson the Intermediate Heading style that is now listed.in. the Styles and
Formatting task pane:
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Pick formatting to apply

Clear Formatting [
Heading 1,H1 1
Heading 2,H2 1
Heading 3,H3 1
Intermediate Heading @
Mormal 1

e Type your name. Notice that the text is in the new style you created.
e From the main menu, select File = Save.

e Save the document in your Word 2003 Foundation Samples folder as
Styles.doc.

¢ Close the document.

Applying multiple Styles at the same time

e Open Styles.doc from your Word 2003 Intermediate Samples folder.

e From the main menu, choose Format = AutoFormat to open the AutoFormat
dialog box

e Select the Options button:

AutoFormat EE

Word will automatically Format
“word_2002_Intermediate_manual”,

' gukoFormat now
¢~ AutoFormat and review each change

Please select a document bype ko help improve the
ing process: B
General docurnent j
- ay W
e wlt; oK Caneel
W

o _This'will ogpen the AutoCarrect dialog box:
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AutoCorrect [ x|

ormak As You Type I

i

Apply

¥ Built-in Heading styles ¥ Automatic bulleted lists

IV Lisk styles V¥ Other paragraph styles
Replace

IV "Straight quaokes" with “smart quotes”

IV ordinals {15t} with superscripk

¥ Fractions (121 with Fraction character (14)

W Hyphens (-1 with dash (—)

IV *Bold* and _italic_ with real Formatting

¥ Internet and network paths with hyperlinks

AutoCorrect

AukoTexk Smark Tags

Preserve
¥ Styles

Always AukoFarmat
™ Plain bext WordMail documents

K I Cancel

e Select the AutoFormat tab.

e In the Apply options, look over the types of Styles which Word can apply to a
document: Built-in Heading styles, List styles, Automatic bulleted lists or

Other paragraph styles.

e In the Replace options, look over the typing Styles Word can replace in the
document.

e Click Cancel to close the AutoCorrect dialog box.

e Click Close again to close the AutoFormat dialog box.

e Close Styles.doc without saving the changes.

Medifying a Stylemguickly

e Open'Styles.doc from your'Word 2003 Intermediate Samples folder.

¢ _Highlight the/text.

e Change the/Font:to Courier New.

e From the main menu, choose Format = Styles and Formatting to open the
Styles and Formatting task pane.

e In the Styles and Formatting task pane, select Intermediate Heading.

e Right-click on the name and from the pop-up menu, select Update to Match
Selection:
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Intermediate Head:D

Mormal Select All 1 Instanceis)

IIpdate ko Match Seleckion ﬂ

¢ Save the changes and close the document.

Modifying a Style with the Modify Style dialog box

e Open Styles.doc from your Word 2003 Intermediate Samples folder.

e From the main menu, choose Format > Styles and Formatting to open the
Styles and Formatting pane.

¢ In the Pick formatting to apply area, click on the arrow to the right of
Intermediate Heading.

e From the pop up box which appears, select Modify:

Intermediate H[

o Select All 1 Instancels)

| Madify. .. [:

Delete. ..

Ipdate to Match Selection

o _This will open the Modify,Style dialog,box.
e Change the Font'color to Red.
e Click OK.

o Noticeythat the Style has been updated in the'décument as well as in the Styles
and Formatting task pane:
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O Styles doc - Microsoft Word =]

File Edit “iew Insert Format Tools Table ‘Window Help x
DEEHRS SR F9 - &q 00 - Heead B
; ) = = = =
IntermedlateH » Courier Mew - 16 = i= i= &= | b7 . A -
=

Melissa a styles and Formatting -
S e S

Formatting of selected text

Intermediate Heac

| Select all | | Mew Style. .. |

Pick formatting ko apply

Clear Formatting A
Heading 1,H1 1
Heading 2,H2 1
Heading 3, H3 1

|Intermediate Hin

Normal 1

Save the changes and close the document.

Organizing Styles

Open Styles.doc from your Word 2003 Intermediate Samples folder.
From the main menu, choose Tools = Templates and Add-Ins to open the
Templates and Add-Ins dialog box.

Click the Organizer button to open the Organizer dialog box:

gyganEen..d

In"the Sty les tab, the window on the left shows all'Styles which are in
Styles.doc, while the window on the right shows the! Styles which match the
nermal emplate.

Select Intermediate Heading from the left window, and click on Copy to copy
the Style to the Normal template:
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Organizer
Skyles | AutaText | Toalbars | Macro Project Ikems |
In Skyles.doc: Ta Mormal.dok:
Default Paragraph Fonk - Copy b Default Paragraph Font: ﬂ
Heading 1,H1 = Heading 1,H1
Heading 2,Hz2 Delete Heading 2,Hz2
| 3,H3 = Heading 3,H3
H Rename. .. | Mo Lisk
Mo Lisk = Mormal
Mormal LI Tahble Normal ﬂ
Styles available in: Styles available in:
ISters.doc (Docurnent) j INormaI.dot (global kemplate) j

Close File | Close File |

Descriptian

hormal + Font: {Default) Courier Mew, 16 pt, Bold, Font color: Red, English {U.5.), dutomatically
update

Close

Click the Close button to return to the editing window.
Save and close the Style.doc document.
Open a new blank document.

From the main menu, select Format > Styles and Formatting to open the
Styles and Formatting task pane.

Notice that the Intermediate Heading is now listed in the Normal template.
Close the document without saving the changes.
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Edit Cells and Charts

Merging Cells in a Table
e Open Tables.doc from your Word 2003 Intermediate Samples folder.

¢ Highlight the top row of cells:

!EI Tables.doc - Microsoft Word

File Edit Yiew Insert Format Tools  Table  Window
DEHRIG SRV T I-0-|q

A4 Mormal + Arial, = Arial - 14 - =

Marketing
Telephone Calls X

MO answer 26

e From the main menu, choose Table > Merge Cells:

Table | Window Help

j Draw Table
Insert 3
Delete 2
Select »
%ﬂerge Cells . |
Splib Cells. . "
Split Table
-l

e, The selected cells within a row will now be combined within a single cell:

| Marketing Telephone Calls

[ IR I

[ Ml sncwar

e Save and close the document.
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Sorting Data

Open Tables.doc from your Word 2003 Intermediate Samples folder.
If the Tables and Borders toolbar is not already visible, select View >
Toolbars > Tables and Borders.

Click anywhere inside the table.

Click on the Sort Descending button on the Tables and Borders toolbar.
Notice how the data in the table changes:

Marketing Telephone Calls
YWrong number 15
Total number of calls

Mumber out of service 36
Mo answear 26
Left message a0
Contact made 15

e Now click on the Sort Ascending button on the Tables and Borders toolbar:

Narketing Telephone Calls
Contact made 15
Left message a0
Mo answer 26
Mumber out of service 36
Total number of calls

YWrong number 15

o Close the document without saving the changes.

More Sorting control and options

o Openilables.doc from your Word 2003 Intermediate Samples folder.
e Highlight everything in the table except the first row.

¢ _From, the main menu, choose Table = Sort to opendthe Sort dialog box:




PAGE 26 - WORD 2003 - INTERMEDIATE LEV EL WORKBOOK

Sort E3
Sort by
S - )
o] T [rew v o Seendng
" Descending
Using: IParagraphs j
Then by
* ascending
ICnlung vl Type: INumber vl ( Descendng
Using: IParagraphs j
Then by
Iﬁ Tvpe: Im o Ascending
i " Descending
Using: IParagraphs j
My lisk has
"~ Header row % Mo header row

Options. .. |

i

o] Cancel

Ensure No header row is selected in the My list has area.

In the Sort by area, choose Column 1 from the drop down menu.
In the first Then by drop down list, choose Column 2.

Click OK to return to the editing window and view the results:

Marketing Telephone Calls

Close the document without saving the changes.

Performing Calgulations

Open Tables.doc'from your Word/2003 Intermediate Samples folder:

Click“inithe emptyscell to the rightof Total number of calls.
Click en the AutoSum button in the Tables and Borders toolbar:

Notice that calls have been added and the total is displayed:
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Marketing Telephone Calls
Mo answear 26
Left message a0
YWrong number 15
MNumber out of service 36
Contact made 15
Total number of calls 122

e Change the number in the Left message row from 30 to 3000.
¢ Right-click on the calculated field and select Update Field from the pop-up
menu:

T Paste
I\r;.:‘lf;lrkf.-tlng Telephone [ pdsterield | |
0 answer g iy
dit Field. ..
Left message 3 e

Wrong number Toggle Field Codes

Mumber out of service
Contact made

Font...

Paraagraph...

il & »=

Bullets and Numbering. ..
Total number of calls 1 :

e The total will be updated to reflect the changes you made to the date.
¢ Close the document without saving the changes.

Creating a Chart based on Table Data
e Open Charts.doc from your Word 2003 Intermediate Samples folder.
o Select the main body of the table, as illustrated:

Marketing Telephone Calls

Call Detail # of Calls

i I

Total number of calls 122

¢ From the main menu, choose Insert > Picture > Chart.

¢ Word automatically creates a chart and a data sheet based on the cells that
were highlighted:
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D De G e et fgme Qos Dy Qi ede e agaduniehe -
T o3 @[] 4 i sit sf@ltgEmE s g ux]
Marketing Telephone Calls E|

Call Dotall_ #of Calls
Mo snsuer
Left message
|\Wrong number |
Murmber out of serice 3
Contact made 15

b}
A0

Total numbar of cals 122

] O

CELEL S ] — = E.
el el W MEEw W Gl A0 e o oegeidk ()

¢ Click outside of a chart to return to the normal Word mode, then double-click
on the chart to return to the Graph mode.

¢ Notice how the Graph toolbars and menus temporarily replace the standard
toolbars and menus. While the chart is selected, you are working in the Graph
mode:

© Fle Edt ‘iew Insert Format Tools Data  Chart  Window Help

NSO QR e - ek - E[E a0 En e WEEHS -]

¢ Save and close Charts.doc.

Modifying a Chart based on Table Data
e Open Charts.doc from your Word 2003 Intermediate Samples folder.
o leclick the chart to select it.

e mai nu, cthaPp] the CharE

b
dialo X:
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Chart Type

ihh
it

Standard Types | Custom Types I

Chatt type: Chark sub-type:

| m (Scatter)
h Area

D Doughnut
@ Radar

@ Surface

@. Bubble hd|

L=

rOpkions

: Clustered Column, Compares values across
I™ pply ta selection categories.

I Defaulk Formatting

Press and Hald ko Yiew Sample I

Set as default chart | [a0'4 I Cancel I

e Select the Clustered Column style from the Chart sub-type area.
o Click OK.

¢ Notice that the 3-D effects have been removed from the chart:

40 OHo answer

35 1

30 4 B Left message
25 1

20 1 OWrong

15 4 number :
10 OHumber out

5 of service

L]

B Contact made

Zof Calls

e With the chart still selected, from the main menu, choose Chart > Chart
Options to open the Chart Options/dialog box.

e Click on the Titles tab and type Marketing Telephone Calls in the Chart title
field.

o Click"on the/Legend tab and deselect the Show legend check box.
e Click on the Data Labels|tab and select the Value check box:
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Chart Options

Titles | fxes | Gridlines | Legend  DataLabels IData Table |

abel Contains

T — Markcting Telcphone Calls

il Cakeqaory narmes

r Percentage
I~ Bubhle size

Separator | - i

[ Legend key

5

oK I Cancel

e Click OK.
¢ Notice the changes in the chart:

Marketing Telephone Calls

0 16

30

20 15 :

: 3
0

Zof Calls

e Save the changes and close the document.

Converting Tabbed Text into a Table
¢ "Open lextToTable.doc from your Word 2003 Intermediate Samples folder.
e  Press Ctrl+A/to select all:

¢ From the main menu, choose Table = Convert > Text to Table:
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O Text to Table.doc - Microsoft Word

File Edit Wiew Insert Format Tools | Table | Window Help

DB S S A% o oranTable
A4 Mormal + Arial - Arial .1 Insert N
Delete .

Select >

Table AutoFormat. ..

AutoFit 3
Text ko Table. .. || Conwerk »
ﬁl Sort...
Farmula. ..

= show aridines

¢ In the Convert Text to Table dialog box leave all options as the default and
click OK:

Convert Text to Table E3

Table size

tumber of columns: IE 5‘
Mumber of raws: |5 5‘

AutoFit behavior

% Fixed column width: I.ﬂ.utn 5‘

- AutoFit bo conktents
£ AutoFit ko window

Table stvle: {none) AukoFormat, . |

Separate text at

" Paragraphs ' Commas
{+' Tabs " gther: I_

|\ Ok E Cancel -

o “Thestext is now placed in a table:

ABC Company Jim Black Fresident
ABESICompany Jans Black VicelPresident
ABC Company Faul ¥white CEQ

ABC Company Jack Sprat WP Sales
ABC Company Kate Smith CFO

e Close the document without saving the changes.
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Excel Tables

Opening an Excel Table
e Create a new blank document.
e From the main menu, choose Insert = Object to open the Object dialog box:

Object

Create Mew  Create from Eile |

File nane:

wurnentst Waord 2003 Intermediate SamplesiExcel Tables xls Browse. .. [ |

[ Link ta file
[ Display as icon

Resulk
r, Inserts the contents of the File into your
Em document so that wou can edit it later using the
application which created the source file,

OF I Cancel

e Click on the Create from File tab.

e Click on the Browse button and navigate to your Word 2003 Intermediate
Samples folder. Select Excel Tables.xls and click Insert.

e Click OK to close the Object dialog box.

o The Excel File is now inserted into the document.

e Save the document as Excel Tables.doc in your Word 2003 Intermediate
Samples folder.

¢ _aClose, the document.

Linking Bxcel Data‘'in a Table

o »StartdExcel 2003, and open the ‘Excel Tables .xlIs file from,your. \Word 2003
Intermediate Samples folder.

e Select and copy cells A:1 through to B:10:
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E3 Microsoft Excel - Excel Tables.xls

@J File Edit ew Insert Format  Tools

DS 38 %5

12 - |[B]s E== % o
A1 -

& Marketing Telept

(T

A | E

1 | Marketing Telephone Calls
2

3 |Call Detail # of Calls
4 Mo answer 26
5 |Left message 30
B |¥'rong number 15
7 |Mumber out of service 36
A |Contact made 15
=)

10 |Total number of calls 122
11

Open Word 2003 and create a new blank document.
From the main menu, select Insert > Picture = Chart:

Insert | Format  Tools T

Break. ..

Date and Time. ..
Field. ..
A Comment

Reference 3

| Picture 3 | Clip Art...

&]
2 TextBox Il From Fils...
Bookmark. .. |{ﬂ Chart L\\\J
1 ¥ ¥

Select the datasheet.

From“the mainmmenu, choose Edit > Paste Link.

Because there is already information in the [datasheet, a dialog box will open
asking if the information should'be overwritten by the linked information.
Click OK.

The copied information from the Excel sheet will now appear in the datasheet,
and will be represented in the chart:
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O3-0 Column 1
144 4
120 4 | Call Detail
100 4
30 4 OHo answer
[ ]
60 -
OLeft message
4[' 1
20 1 EWrong
0 number
O Humber out

A B C 1] -
Marketing Telephone Calls
1 afs-0 Colum)
2 @l Call Detail% of Calls
3 _afliNo answes 26
4 Afl|Left messq 30 -
4| | a2

e Exit Excel 2003.
e Close the document without saving the changes.

SAMPLE
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Including Graphics

Inserting a Clip Art Image

Create a new blank document.

From the main menu, choose Insert = Picture = Clip Art to open the Clip Art
task pane.

Type Computer in the Search for field.
Click on the Go button.
Click on any thumbnail image to instantly insert it into the document:

Search Far;

|Cn:|n'||:|uter | Go
Search in:

| Al collections | - |

Results should be:

|.ﬂ.II media file bypes | v|

i

Close the document without saving the changes.

Adding‘an AutoShape

Create a new blank document,

From the /main menuj chaoose Insert = Picture > AutoShapes toopen the
AutoShapes toolbox.

Click on the Basic Shapes button and select the Smiley Face:
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~
(

A
Smiley Face

It

b

Click your mouse inside the box in the Editing window that says Create your
drawing here (the drawing canvas).
The Smiley Face is inserted into the document:

|ﬂ'—n:=‘dawrd 4] Sgale Draming ;ﬂl

e
E

|

b A AL g

Cloud Callouk

Al A

10 A0 AQ g0

Click inside the drawing canvas to insert the callout shape above and to the
right of the Smiley Face.
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e Select the Smiley Face and hover your cursor on the edge of the drawing until
it becomes the move cursor. Move it closer to the callout shape, as illustrated:

¢ Click inside the callout shape and type Smile!:

Q’//////////zl’

)

Z z
7 7
Z
% Z
Z Z
Z Z

=
@//////// ]

o Click outside of the drawing canvas to view your masterpiece!
e Close the AutoShapes toolbar.
¢ Close the document without saving the changes.
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Click OK.
In the Edit WordArt Text dialog box, type Word 2003:

Edit WordArt Text

Fonk: Size:

Iij'Impact j I 36 j il il

Texk:

Word 2003

oK ,}l Cancel
La¥

Click OK.
The WordArt now appears in the Editing window:

Close the document without saving the changes.

Inserting an Organization Chart

Create a new blank document.

From the main menu, choose Insert > Picture > Organization Chart.

The'base chart will open on the page, along withthe ©rganization Chart
toolbox:

ot
—

Click to add text

| I 1
[Click to add text‘ {Click to add text‘ {Click to add text‘

on Chark

5 = Insetk Shap Layouk = Selec

Organl

Click on the shape on the bottom left.
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Click on the Insert Shape down arrow on the Organization Chart toolbar and
choose Subordinate:

Organization Chart r ®

< Insert Shape vll:a':.n:nut' | select - | 3 0% -

|£‘—-, Subordinate E

4 Coworker

=L Assistant

¢ A subordinate shape is added to the chart:

Click to add text
M vy
I o 1
iy ' ™y
Click to add text Click to add text {Click to add text
J® Y

e]

Click on the AutoFormat button on the Organization Chart toolbar to open the

Organization Chart Style Gallery dialog box. Choose Fire from the Select a
Diagram Style list:

Organization Chart Style Gallery

Select a Diagram Style:

Bevele
Square Shadows
‘Wire Frame

oK N Cancel

Click OK.
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e Observe the changes to the format:

(Click to add textl

s A

e Close the document without saving the changes.

SAMPLE
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Insert Text

M Using Automatic Text Features
e Create a new blank document.

e From the main menu, choose Insert > AutoText = AutoText to open the
AutoCorrect dialog box set to the AutoText tab:

AutoCormrect [ |
AutoCorrect | AukoFormat s You Type
AukoText | AutoFormat I Smark Tags

¥ show AutoComplete suggestions
To accept the AutoComplete suggestion, press Enter

~Enter AutoText entries here:

[ pace | i |
Author, Page #, Date
Eicst regards,

Best wishes, Show Toolbar |
(CERTIFIED MAIL
(COMFIDEMNTIAL
iConfidential, Page #, Date j
Preview
-1-
Laokin: |4l active templates j

QK Q Cancel |
. s s v .

e  Select —PAGE— from the window under the Enter AutoTeXxt entries here field.

o “Clicksthe Insert button to return to the Editing,window, where the page number
will be inserted:

e\ Press_ the Enter button alcouple of times.

¢ “From the ‘main menu, choose Insert ="AutoText = Salutation ='To Whom It
May Concern:
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Insert | Format  Tools  Table ‘Window  Help
Break... TN A AN R
| AutoText 3 | ______ = =
EE mukoText... = =
Symbal...
Pickure 3
Attention Line 4
File. ..
Closing 3
Object...
” HeaderiFooter 3
¥

Mailing Instruckions  »

Reference Initials  »

Reference Line »

Salutation 4 Dear Madam or Sir:
Signature 4 Dear Madarn:

Signature Company  » Dear Mom and Diad,
subject Ling » Cieat Mother and Father,

Diear Sir or Madam:
Dear Sir:

Ladies and Gentlemean:

| Tao Whaom Ik May Concern: N

e The text is entered into the document instantly.
o Experiment with the other AutoText options.
e Close the document without saving the changes.

Formatting Textinto Columns
e Open Columns.doc from your Word 2003 Intermediate Samples folder.
e Ensure you are in the Print Layout view.

e From the main menu, choose Format = Columns to open the Columns dialog
box:

Columns

{=H1=

[
=
-
=5

V¥ Equal colummn width

Apply ko ISeIected text j [~ Start mew column

e Click on Two in the Presets area.
o Click OK to return to the Editing window. The text is now in two columns:
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D De Dk Y e fgne Dok Tge e e
I T BN T R T S RN 6T SN |

| g et

-

= Tivas W Fonan

12« BRI N

Legers ipsam defor st mmet,
vesae etatuse adighicing et Cum
sncis matoquse pennkbas of magnie dis
pastissent montes, nasetur ridiculus
mus Vestibubum melsstia augee e mi
i non cham Curabite pelientesqus
Hullas weatbalum mebs vel pae
Sed vitae wmaac mi condimentum
volutpat Suspendese potenti Sed
aliquam Donec lacisia eleifend fela
Chim pocus mato g penatig =i
maghet 41 partiEenl montes, Rac i
ridiculus mus Sed varits phar=ma
prm

Dorb at mussa v dut bibendum
eomgin, Crambibur e iz guls doler
adipiscing tincidunt. Tt loboriis
Vestibahum ac quam vel pede sodales
aliquet. Vivaimus costequst
sollicitudin neque. Myecenas libers
metiin, mattis ef, comsmgmat et postiere
£get, taim Prois wsd mi, commeds
vl dignissim quis, pubvinar sed, risus.
Aliqsm venesaty hendkerit diam

ERME- o -Y-A-

Cum gecus natsque penatibug o
WAZIE det parturient dyoetes, DasCEty
rudasbos mwr Sed wans phacetrn
psum

Mok wl margen i dus bhibendum
eengue Curabitus eu pou gain delor
adiprscmg bmncidunt Tk lobortie
Vestibulum nc quam vel pede sodales
aliques Viwaens conseguat
salle udiz neque. Marcenas lib
v, iniabs oL, eohiRcuat o,
eget, enim Proin nisl mi, commods

wel, dignessim quss, pulvinar sed, rirs
Alsuam venenats hendrens dise
Prom som odio at sapien pulvinar
Ermgilln. Duts semper fpsim a et
Totec lectus risus, Eeugiat ssd.
westbuluz g, boctus son, ligal
Phaseius feugat Aliquem sune mi,
dctum el condimestum sit amet.
gravida id, win [n st amed ande s=d
pede mxkor scelersque. Ut eget wist
Suspendisse risus neque, venenatis sed,
trespon nec fringslla m, fetin Ciones

B N = = P T I P

Zaal

(el

Click on the Undo button on the Standard toolbar to reset the text.

U masm il e

IS T Gk ekt O

Highlight the second paragraph.

From the main menu, choose Format = Columns.
Click on Three in the Presets area, and then choose Selected text from the

Apply to drop down menu:

Apply fo;

Click OK to return to the Editing window. Notice that only the second paragraph

Selected bewxt

whiole document

is in columns:

[bdorba at massa id du

bibendum congue

guet. Vivamus

icitudin

pulvinar sed, risus.
Aliquam venenatis

gravida id, wisi
amet ante sed pedl

metus vel purus. Sed vitae urna ac mi condimentum wolutpat, Suspendisse potenti
Sed aliguam. Donec lacinia eleifend felis. Curn fociis natoque penatibus et magms di
parturient montes, nascetur ridiculus mus. Sed varius pharetra ipsum

auctor scelerisque. Tt
egetwisi Suspendisse
1508 BeqUe, Venenatis

eget ante. In
turpis nec

[Lorem ipsum dolor sit amet, consectetuer adpiscing eht. Cum socns natoque
penatibus et magnis dis parturient montes, nascetur ridiculus mus. Vestibulum

riclestie augue et mi. MNam nen diam. Curabitur pellentesque. Nullam vestibulum

Close the document without saving the changes.
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Wrapping Text around a Graphic

Open Wrapping Text.doc from your Word 2003 Intermediate Samples
folder.

From the main menu, select View > Toolbars > Picture to open the Picture
toolbar,

Select the ClipArt image.

Click on the Text Wrapping button and select Square.

Notice how the text now surrounds the picture:

LIDLILIL |l UATID WD e [
e. Maecenas libero metus, mattis e
1 mi, Comm
liquam VENENS
ulvinar fringill
feugiat sed, W
b giat, Aliqua
rida 1d, wist.
t wist Susper]
fringilla 1n, felis. Donec eget antg
note babendnen Adng g Wicitndin

With the image still selected, click on the Text Wrapping button on the Picture
toolbar and select Behind Text:

do wel, digrnissim quig
non gdio at sapien
. teugiat sedy vestibu
tni, dictd l, cond
auctor sce
fringilla in}
bto bibendum dwi, i1d ¢

Now the text is over the image.
Close the Picture toolbar.
Close the document without saving the changes.

GextEditng W H W/ B B i i

Deleting Blocks of Text

Open Text Editing.doc from your Word 2003 Intermediate Samples folder.
Select the entire first paragraph.

Press the Delete key on your keyboard.

Select the entire second paragraph.

Right-click on it and select Cut from the pop-up menu.
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Close the document without saving the changes.

Moving Text

Open Text Editing.doc from your Word 2003 Intermediate Samples folder.
Select Lorem ipsum from the first paragraph:

IR Gl Rl dolor sit amet,
penatibus et magnis dis party
molestie augue et mi1. Mam 1l

From the main menu, choose Edit = Cut.
Place your cursor at the end of the first paragraph.
From the main menu, choose Edit > Paste.

The text is removed from the beginning of the paragraph, and moved to the
end:

O R T e e e ey ey o
Euspendisse potentt. Sed aliquarm.
Hue penatibus et magnis dis partur
Etra ipsutn. Lorem ipsuml

i congue. Curabitur eU risus quis

Close the document without saving the changes.

Copying Text

Open Text Editing.doc from your Word 2003 Intermediate Samplesfolder.
Select'Lorem ipsum from the first paragraph:

Lorem ipsum [ARTEEE- e
penatibls et magnis dis part
olestie augue et mi. IMam 1

From the main menu, choose Edit > Copy.

Place your cursor at the end of the first paragraph.

From the main menu, choose Edit > Paste.

The text is copied from the beginning of the paragraph and added to the end:
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Cum sociis natoque
penatibus et magnis dis parturient montes, nascetur ridiculus mus. Vestibulum
molestie augue et mi. Mam non diam. Curabitur pellentesque. Mullam vestibulum
metus vel purus. Sed vitae urna ac m1 condimentum volutpat. Suspendisse potentt

Sed aliquam. Donec lacinia eleifend felis. Cum sociis natoque penatibus et magnis dis
parturient montes, nascetur ridiculus mus. Sed varius pharetra ipsum. Lorem ipsum!
Wlorbi at massa 1d dut bibendum congue. Curabitur eu risus quis dolor adipiscing
tincidunt. Tt lobortiz. Vestibulum ac quam vel pede sodales aliquet. Vivamus

e Close the document without saving the changes.

Text Formatting

Changing the Font, Font Size, and Color

e Open Text Formatting.doc from your Word 2003 Intermediate Samples
folder.

o Select the entire first paragraph.
e From the main menu, select Format > Font to open the Font dialog box:

Font HE
Fonkt | Character Spacing I Text Effects |
Font: Fant style: Size:
Jarial | i1z

Fonk color: Underline stvle: Underline calor:

I Autamatic j I(none) j I Autamatic j
I Stri_&ugh

[ Double'strikethrough

Superscripk
ipt

Presview

Largim ipsupm dojor sit amet \eansecteiuer adipiscing

This is a TrueTwpe Font, This font will be used on both printer and screen,

Default... | ok Cancel

e Change the Font to Arial and the Font style to Italic.
¢ In the Size scroll through field, select 10:




PAGE 47 - WORD 2003 - INTERMEDIATE LEV EL WORKBOOK

¢ In the Font color drop-down menu, select Blue:

Font colar: ndetline

_, ............ p' utl:lmatic E I I:HI:II'IE:|

| | | Autornatic

EEEEEEEN
EEEEN |
EEEEN |

EONEENEO
| BO0O0OEEO

Maore Colors, ..

o Click OK to apply the changes to the text.
e Observe the changes in the Editing window:

Lorer ipsure dolor sit amet, consectetuer adiplscing elt. Cum sociis natoque penatibus et

rmaghnis dis parunient montes, nascetur ndiculus mus. Veshbulurm molestie augue et mi. Nam)

non diam. Curabitur pelientesque. Nullam vestibulum metus vel puris. Sed vitae urna ac mi

condimentum volutpat. Suspendisse potenti. Sed aliquam. Donec lacinia eleifend felis. Cum

sociis hatoque penatibus et magnis dis partunent montes, nascetur idicuius rmus, Sed vanus
haratra ipsum.

e Save the file as My Text Formatting.doc and close the file.

Reusing Formatting

o _Open My Text Formatting.doc from your Word 2003 Intermediate
Samples foldet.

e Select'the entire second paragraph.

¢« From the main menu; choose Format/= Styles and Formatting to display the
Styles and Formatting pane.

o Scroll through the Pick formatting to apply area to Arial, 10 pt, Italic, Blue
and click on it:
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Pick formatting to apply

Clear Formatting =
Anal, 10 pt, ftalic, Blue m E||
Headina 1 H1 1

—— Mormal + Font: Arial, 10 pt, Ikalic, Font color;

=57 Elus
Hn‘.’-‘m;-c—u-s LIEEE]

Heading 3, H3 1

Mormal 1

¢ Notice that the formatting is applied instantly to the selected text.
e Save the changes and close the document.

SAMPLE
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Envelopes and Labels

Envelopes

Creating Envelopes

e Open Envelopes.doc from your Word 2003 Intermediate Samples folder.
e Select View = Print Layout.

¢ Highlight the text.

¢ From the main menu, choose Tools = Letters and Mailings > Envelopes and
Labels to open the Envelopes and Labels dialog box.

e Select the Envelopes tab.

e Because the address was selected in the document, it has been added
automatically to the Delivery address field.

e Type your address into the Return address field:

Envelopes and Labels

Envelopes | Labels |

Delivery address: [~ Print: |
Rebecca Matsuda ﬂ
300 - 2733 Canim Place |
Vancouver, WA 98052 Cancel |
S A ;
Options. .. |
=l |

E-postage Properties. ..

[™ Add electronic postage

Return address: [ - I Omit

Feed

Rebecca Matsuda -
309 - 733 Canim Place
“ancouver, WA 98052

LLS A E
-_ [ |
Before g, insert eny ur printer's Upj

o Click"on the Options button to open the Envelope Options dialog box!
e Select'the Envelope Options tab:
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Envelope Options [ |

Envelope Options I Printing Options |

Enwvelope size:

IF mailed in the LS4
I Delivery point bar code
I™ FIM-& courtesy reply mail

Delivery address

Font... | From |eft: IP.uto 5‘
From top: m
Return address

Font... | From left: |Auto 5
From top: Inuto 5‘

Preview

Leave the Envelope size as the default size.

Click on the Font button in the Delivery address area.
Choose Courier New and click OK.

Click on the Font button in the Return address area.
Choose Courier New and click OK.

Click OK to return to the Envelopes and Labels dialog box.
Click Add to Document:

Prink |

add to Document

Zancel |

Note: If you see a warning dialog box asking you'if you want to save the new
return address as the default. return/address, click N@.

The“Envelope becomes part of the/document and 'can be viewed in the Editing
window:
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CHe B Yew [nest Fomat Iock Tabls Window  bep  AdebePOF  Acrchat Conments Tyee & qation ¢
0EH 3R PH AR S -0 80BN DT -8 anali sl
- 4 Erveelops Rstis = Courier Mew -m-_n:n_@!!-:

- EeFEEn-v-A-f

O I D T L D B I B

e e N OO A @l v-Z-A-S=saall
Page 0 Sec 1 i3 02 1 ol BEC TRE EXT OVR Engish(uk G

o Close the document without saving the changes.

Labels

Creating Labels

e Open Labels.doc from your Word 2003 Intermediate Samples folder.
e From the main menu, select View = Print Layout.
¢ Highlight the text.

¢ From the main menu, choose Tools > Letters and Mailings = Envelopes and

els to open the Envelopes and Labels dialog box.
| he‘La tab\: M P L E
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Envelopes and Labels
Envelopes |
Address: i+ I Use return address print |
Eebecca Matsuda =
K Mew Docurment

309 - 2733 Canitn Place

Vancouver, WA 98052 Cancel |
USA options.. |

—I E-postage Properties. .. |

I™ Delivery point bar code abel

Print Intermediate Cuskom Label

& Full page of the same label Custom laser

" Single label
Row:ll ﬂ Column:ll ﬂ

Eefore printing, insert labels in your printer's manual Feeder,

e In the Print options, select Full page of the same label:

rink
* Full page of the same label
" Single label

Flu:uw:ll 5‘ Cu:ulumn:ll 5‘

e Click the Options button to open the Label Options dialog box:

Label Options E3 I

Printer information
" Dok makriz
% Laser and ink jet Tray: IDeFauIt tray (Upper Traw) j

Label information

Label products: I.Cwery standard j

2162 Mini - Address
2163 Mini - Shipping
Z164 - Shipping
Z1800ini - File Folder
Z181 Mini- File Folder
2136 Mini - Diskette

| Peva Label, |

e Select Avery standard from the Label products drop down list.
e Select 2160 Mini — Address from the Product number list.

e Click on OK to return to the Envelopes and Labels dialog box.
e Click on New Document.

e Observe the labels in the Editing window:
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Febecea hifatsuda

A09.- 2733 Candiy Place
Wancorrer, W 98052
(AR

Rebecca Ivlatauda

309 - 2733 Candin Flace,
Wancorrer, W 98052
US54,

Rebecca Ivlatauda

309 - 2733 Candin Flace,
Wancorrer, W 98052
US54,

Rebecca Ivlatauda

309 - 2733 Candin Flace,
Wancorrer, Wi 98052
US54,

e Close the documents without saving the changes.

Creating Custom Labels
e Create a new blank document.
¢ From the main menu, select View > Print Layout.

¢ From the main menu, choose Tools > Letters and Mailings = Envelopes and
Labels to open the Envelopes and Labels dialog box.

o Click on the Options button.

e el bu in the L | og box to open
Cust g box
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Intermediate Custom Label information

Presview

Side margins

Top margin | F—Horizankal pitu:l-*

T ;- ot Mumber down
) ) M :5
Yertical pl]:'n:h Height
I’ B o

—humber across—————=

Label name: IIntermediate Custhm Label

Top margin: I 5‘ Label height: |1" 5‘
Side margin; |1 5 Label width: e =
1
2

T
Wertical pitch: I .5 5‘ Murmber across: |3 5‘
Horizontal pitch: I .5 5‘ Mumber down: |5 5‘

=

Page size: ILetter (8 15 % 11 i)

K Zancel |
k4

Type Intermediate Custom Label in the Label name field.
Select Letter from the Page size drop down menu.
Enter the following dimensions:

Number across - 3
Number down - 5
Top margin — 1

Side margin — 1
Vertical pitch—1.5
Horizontal pitch — 2.5
Label height - 1
Label width — 2

Click OK.

I'n‘the Label Options-dialog box, select Other/Custom inthe Label"products
drop-down menu, and select Intermediate Custom Label in the Product
number menu:
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Label information

Label products: Iother,l'Custl:um j

Produck number . :
B abel infarmation
iSkarter label - Cuskom

BE (Zx4) - Address Type: Cuskom laser
- E%xgg - :33”955 Height: 2,54 cm
%3) - Address '
AE (Zx3) - Address width: 6.67 cm
AE (Zx100_a - Address Page size: BS (18,2 x 25.7 cm)

AE (zx10) b- Address 7

e Click OK.

e Click on New Document.

e From the main menu, select Table = Show Gridlines.
e The new label layout is shown in the Editing window:

3 n.-: Iock Table Window Heln  AdchePDF  Accbat Comments Type & quntion for hekp = %
DEE 3R PR A ea S 9-0-RITORNE I 8wl mnsl

(A o + Lt « Treshewionen - 12 - B J U [E|EEEE. s EEO-V-A-B

]

[ T B RO O e |

[ B I B S

e s N W OO A @A 0-Z-A-SEEad)
Pagel  Secl W M2 3 Sl EEC TRE BT OV Englshiuk GO

Close'the doc ts wit avin
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Web Page Creation

Create a Web Page

Creating a Standard Web Page
¢ From the main menu, choose File = New to open the New Document pane.
e Click Web page to open a new Web page:

New Document SR
(@ [ el

New
_1 Blank document
@ AML document

@ Weh page
| E—maili J;sage

@j From existing document. ..

¢ The new page looks the same as a document, except the New button in the
Standard toolbar shows a small Earth image to depict that the page is a Web

page:

o 5

e Close the Web page without saving the changes.

Using the Web Tools toolbar

s Createia new blank Web page.

e  let's familiarize ourselves with the Web Tools toolbar.

¢ “Frompthe main menu of al Web page documentpehotse View = Toolbars =
Web Tools' toopen the Web Tools toolbar:

b (' o0

VM ® B cH
Wﬁ;ﬂjaﬂ
B [ [ =

03] E=d
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e Click on the Design Mode button. This allows you to begin designing on the
Web document:

Y oo

Gem FH
Design Mode

R [ [=d] ‘@
{4 E=d

e The EXit Design Mode button will appear as a small toolbar in the document:

Exit Design Mode
o The Properties button will only be accessible once designing has begun:

[Web Tools - ]
N

b
@ =

¢ Click on the Properties button to open the Properties dialog box, where all
existing properties can be altered. Numbers are manually altered, and the True
and False properties are altered with a drop-down menu:

SAMPLE
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|ThisDocument Docurment ;I
Alphabetic Categorizedl

(Mame) ThisDocument
AutoHyphenation Falze
ConsecutiveHyphensLimit 0
DefaultTabstop 36
DefaultTargetFrame

DisableFeatures
DoMotEmbedSystemFonts

EmbedLinguisticData

Embed3mart Tags True
EmbedTrueTvpeFonts False
FarEastLineBreaklangquage

FarEastLineBreakLevel 0 - wdFarEastLineBreakley
FaormattingShowlear True

FormattingShowFilker 0 - wdShowFilterStvlesdvai
FormattingShowFont True

FormattingShowMumbering | True
FormattingShowParagraph | True

GrammarChecked True
GridDistanceHorizontal 9
iaridDistanceYertical 9 LI

e Close the Properties dialog box.
e Click on the Microsoft Script Editor button:

WEIJ Tools = =

e

i; . Mu:rl:uscht Scripk E|:||I:|:|r|

R [l [+ @
g4 =

o The Microsoft Script Editor window opens, allowing you to view and edit the
coding:

SAMPLE
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Document?? - Microsoft Document27*
Ble  Edt  Vew Table Tock \indow
@ kDA 9-0-8-0 REnem-B
EE a .ﬁ.lj| - -l A Ele r | ALIEEESE S S :,—='5!
Dhbea R =2 o%on]
| Towdbi » % | Ak - Dooune,,. ¢ 3
|_" = | Chent Ob Events =] [inoEvents) = == 2=
Pairk + Doaument1d
; eI <html xmlns:o="urn:=chemas-microsoft-comiofficernffice” of |© g oo
o smlng: w=~urn: schemas-microsoft-com: of fice s word” = B
Button p— : JREG- " [ S
: amlna="hetp://wew, w3, org/ TR/ REC-humld0"> (£ B] word_2003_ekermeddate_wt
Submit Button <head:> -
grm <meta http-equiveContent-Type content="text/html; charset:
= o amets name=Progld content=Word.locuments
B Teut Aeea <mera name=Generator content="Nicrosoft Word 117>
=1 Fie Field <meta name=Originacor o T
= password Fiekd <link rel=File-Lis=t href=*locument2?_files/f1lalise.seml®>
<1-—[if gte m=o 9] »<xml
E w0} Toc e nt PEOpPErT L ‘I I .I
= Rado Button c Fiom>1
[ Tatle ITimes 1< [Propertes @ x|
EI Laweut Farel “reateds-2004- DOCLUMENT "I
£ Gt pare ]
[ mage {Cuskom) |
BB Listbose X
R bropdorm <o:Version>11.5606</o: Version> background
= o </o:DocumentPropertiess bgeoke =
] o/ ' -3 bgpropertes
. bottomMargn
charset Western Eurape
| def b ChentScrip VESornt =
Clghaard Ring - =| i
Ganeral
1l 14 5| botalr
3 Yoobox| [ ocomert cu... || @ Design | B HTML
| Ready | otz colz+ oz || ] 4|

e Close the Microsoft Script Editor window.

e Experiment with inserting objects into the Web page by clicking on the following
buttons:

The Checkbox button

The Option Button button

The Drop-Down Box button
The List Box button

The Textbox button

The Text Area button

The Submit button

The Submit with Image button
The Hidden button

The Password button

Saving a Web Document

e From the main menu, choose File = Save as to open the Save as dialog box.

¢ Navigate to your Word 2003 Intermediate Samples folder in the Save in
field.

o Type Sample Web Page.htm in the File name field.

¢ In the Save as type drop-down menu, select Web Page - This will save the
page in an htm file in the directory you indicate. Word also creates an XML file
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which is a system file for storing and transferring information:

Save As H

Save in: Word 2003 Intermediate SampleRid ISR Q 2y ed| v Tools -

G-

My Recent
Documents

My Documents

=y
|
"]

-
My Computer

3 Page title: Change Title...

File mame: ISample Wb Page.htm ﬂ Jave

Iy Metwork ~
Places Save as bype: IWeb Page (*.htm; *.html) j (e

e Click on Save.
¢ Close the Web Tools toolbar.
e Close the Web page.

Previewing in a Browser

e Open Windows Explorer.

¢ Navigate to your Word 2003 Intermediate Samples folder.

e Double—lick on Sample Web Page.htm

e This will launch your Internet application, so you can see how the page will look
when accessed on the Web.

e Close the browser window.

¢ _Glose WindowssEXxplorers

Hypefinksfmsi § W/ 8 & B d

Creating a Hyperlink
e Create a new blank document.

e From the main menu, choose Format > AutoFormat to open the AutoFormat
dialog box to determine if automatic formatting of hyperlinks is enabled.

e Select Options to open the AutoCorrect dialog box. Click on the AutoFormat
tab:
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AutoCorrect EH
AuboCorrect I AukoFormat As You Type
AukoTexk AutoFormat Smart Tags
Apply
rd v Automatic bulleted lisks
IV List styles ¥ Other paragraph styles
Replace

V¥ "Straight guokes" with “smart quotes”

¥ ordinals {1st) with superscript

rd Fractions (12} with fraction character {151
IV Hyphens (--} with dash (—)

¥ *Bold* and _italic_ with real formatting

IV Internet and network paths with hyperlinks

Preserve
Iv Shyles

Always AutoFormat
™ Plain text WordMail documents

K I Cancel |

Ensure the Internet and network paths with hyperlinks check box is
selected.

Click OK.

Click OK to close the AutoFormat dialog box.

From the main menu, choose Tools = Options to open the Options dialog box.

Select the Edit tab:

Options [ 2]
Security | Speling & Grammar | Track Changes I
User Information I Compatibility | File Locations I
Wiew | General Edit Prink | Save I

Editing options

™ Allow accented uppercase in French

I g-and-drop kext edit ¥ Lse smart o ph selection
e : ollaw bvperlink
I iy z 3 i

Picture editor:

_uk and
o ohe

Click and type
IV Enable click and bype
Default paragraph style: INormaI ﬂ

\
[ 5m L a ] MQgs... |

QK I Caniel |

Ensure the Use CTRL + Click to follow hyperlink checkbox is selected.
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e Click OK.
e Close the document without saving the changes.

Inserting a hyperlink to text or a picture

e Open Hyperlinks.doc from your Word 2003 Intermediate Samples folder.
o Select the Example of a Hyperlink text at the top of the page.
¢ In the Standard toolbar, click the Insert Hyperlink icon:

[EI Hyperlinks_doc - Microsoft Word

File Edit Wiew Insert Format Tools Table  Window Help  Adobe PDF  Acrobat C

1Sd O SQIVE & BT P e R
. . = = A N
xﬂ Mormal + Arial, - Arial - 16 = I u E = | cert Hyperlin E
EE'I'I'I'Z'I'3'I'4'I'S'I'B'I'?'I'B'I"3'I'1lJ'I'11'I'12'I
Example of a Hyperlink
e This will open the Insert Hyperlink dialog box:
Insert Hyperlink
Link to: Text to display: IExampIe of a Hyperlink ScreenTig. .. |
_éj E-rnail address:
Eadsting File or  frnilto:info@inkermediate, com
‘Web Page .
Subjeck:
S
Place in This ~ Recently used e-mail addresses:
Diocument 3
4]
Create Mew
Dacurnent

=
Hl
E-mail Address
| A Y B iy ||
S

¢ Inythe Link to area, clicklon Email/Address.

¢ In the Email Address field, type info@intermediate.com.

e Click OK.

o “The text is'how blue and underlined, indicating that it is a‘hyperlink :
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'EEI Hyperlinks_doc - Microsoft Word

© Fle Edit  Wiew Insert Format  Tools  Table  Window
NEHRSSEIVE| SRR T
z‘!;{ Marmal ~ Arial - 16 - I L
EE-|-1-|-2-|-3-|-4-|-5-|-5-|-?-|- '

Example of a Hyperlink

2

¢ Right-click on the ClipArt image and select Hyperlink from the menu:

Cuk

Copy

Paste

Edit Pickure

Hide Picture Toolbar

Borders and Shading. ..

Captior...

{5} Format Picture. ..

% Hyperlink. .. M
g7

e Click on Create New Document in the Link to area.
o Type Hyperlink Example in the Name of new document field:

Edit Hyperlink

Link ka: Texk to display: |<<Selection in Docurment = = ScreenTip, .. |

Mame of new document:

Ezisting File or [y perlink Example]
Web Page I s =
Full path:

Place in
Docurment

Remove Link |
ok [:] Cancel |

il

E-mail Address

e Click OK.

¢ A new document named Hyperlink Example is opened.

e Return to the Editing window in the Hyperlinks.doc document.
e Press the Ctrl key and click on the image.

e Hyperlink Example is displayed again.
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e Close the new document without saving the changes.
¢ Save the changes to Hyperlinks.doc and close it.

Editing a Hyperlink

e Open Hyperlinks.doc from your Word 2003 Intermediate Samples folder.
e Double-click on the image.

¢ This will open the Format Picture dialog box:

Format Picture [ x|
Colors and Lines I Size | Layout
Crop from
Lefk: m
Right: |
Image control
Calor: Inutomatic j
Brightness: LI _I _PI S0 % —
Contrast: LI J j 50 = =
Compress. .. | Reset |
,TI Cancel I

e Click on the Size tab
e Change the Height and Width to 100%6 in the Scale area:

Scale

Height: |1|:u:| % 5‘ Width: |1|:u:| % 5‘

mgspect ra
v Relative o otiginal be size
—

e Click OK ta return to the Editing window and observe the change.
¢ Clese the document without saving the changes.
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Managing Documents

Comments

Using the Reviewing Toolbar
e Open Comments.doc from your Word 2003 Intermediate Samples folder.
o Let's familiarize ourselves with the Reviewing toolbar.

¢ From the main menu, choose View > Toolbars > Reviewing to open the
Reviewing toolbar:

Reviewing

Final Showing Markup = Show= | 3 2% 3 - w2~ Q% - 3| &

o Click on the Display for Review drop-down menu:

Final Showing Markup

Final Showing Markup
Final
Criginal Showing Markup
Criginal

Final Showing Markup |d§hl:nw* | 43 =3
2

Display for Review|

o Click on the Show drop-down menu and observe the options available to you:

MPLE

¢ Click twice on the Next button to move forward through the document:

Balloons 3

& Reviewing Pane

Qptions...
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ﬂ&ﬁ

Next|

o Click once on the Previous button allows you to move backward through the
document:

Vi 2
Presvious

e Click on the Accept Change button to open the drop down menu and observe
the available options.

2 -l - aw - E|

-a frccept Change

% Accepk all Changes Shown

Accept Change| Accept All Changes in Document

e Click on the Reject Change/Delete Comment button and observe the
available options:

@ -lav- 2 @]

% Reject Change/Delete Comment

Reject All Changes Shown

Reject All Changes in Document

Delete All Comments Shown

gHav -2 3|

Delete All Comments in Document

—)
Highlight

n Hi gain to turn off

Delete

BRoa| QasaE

grig pretowy| |
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e Click on the Track Changes button

| &
Track Changes |

o Delete Lorum Ipsum from the start of the first paragraph. Note how the
change has been tracked:

Holor sit amet, consectetuer adipiscing elit. Cum sociis natogue penatibus et magnis .- {Deleted: Laram rum
dis parturient montes, nascetur ridiculus mus. Vestibulum molestie augue et mi. Nam
non diam Curabitur pellentesque. Mullam vestibulum metus vel purus. Sed vitae urna

ac mi condimentum volutpat Suspendisse potenti Sed aliquam. Donec lacinia

e Click on the Review Pane button to open the Review pane at the bottom of
the document:

Reviewing F'anel

B Comments. doo - Miomsoft Word =13
- He G Yew (et Fomot Joos Tobke  Window el Typs a questionfor heip = 3
0SHRG AR YR sLn Y- R IOFNEIT e -8 we )

C Ay homa -1-»snenwm-1z-lJnEl!!-:!-EEQID-‘!?-L-I

- Finsl showng Markup = Show = ggg.g.Ja}.

dclor sit amet, consectetier adipisceng elit Cum sociss natoque penatibus et magnis

chiz parturvent mentes, nagcena ridicalos . Vestibulom molestie angue of mi Mam

non diam Curabitir pellentesque. Mullam vestibulum metus vel puras. Sed vitae urna

ac m condimentum volutpat Suwependizes potenti Sed aliquam. Donec lacinia

eleifend felis. Cum saciis natoque penatibus et magnis dis parturient montes, nascetur
rediculus mus. Sed varnws phareteafpeund

Morbt at mas £a i dui bibendum congue Curabitur eu risus quis dolor adipiscing
tincidunt Tt Jobortis. Vestibulum ac quam vel pede sodales aliquet. Vieames

neque. i lsbere metus, matts et, consequat o, posuens
eget, enim_Proin nitl mi, commods vel, dignissim quis, pulvinar sed, risus. Aliquam
wenenatis hendrent diam, Prom non odic at sapren pulvinar fnngilla Duis semper
ipsum a est Donec lectus risus, Seugiat sed, vestbulum quie, luctus non, ligula

Phasellus Feugiat Aliquam nunc mi, dictum wel, condsmentum sit amet, grawida id,
wisi In st amet ante sed pede auctor scelerisque. Tt eget wisi Suspendisse rsus

Using Comments in Documents

e Open Comments.doc from your Word 2003 Intermediate Samples folder.
¢ Click to place the cursor at the end of the fourth paragraph.

o Click on the Insert Comment button:
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quz&@

Imsert Cornment

¢ A Comment balloon is created.
e Type This is a comment in the balloon:

[ o [ ek e o [ e s s

he penatibus et magnis dis

£ [psuni /a[l:urrrnenl: [MM1]: Th; Bsa

COITLIE!

s dolor adipiscing

¢ Close the document without saving the changes.

SAMPLE
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Page Display

Inserting a Page Break

Open Print.doc from your Word 2003 Intermediate Samples folder.
Place the cursor between the first and second paragraphs.
From the main menu, choose Insert > Break to open the Break dialog box:

Break

Break bypes

" Column brea

€ Text wrapping break
Section break bypes

o Mext page

[ Cankinuaus

(g Even page

" Qdd page

| o4 I Cancel

Select Page Break.
Click OK.

A page break will appear as a dotted line, with the words Page Break inserted
in.the line:

Page Break_ ....................................

Close/the document'without saving the changes.

Setting the Page Display

Open Print.doc from your Word 2003 Intermediate Samples folder.

From the main menu, choose View = Normal to view the document in the
Normal view:
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Sl 3 AL PO ARA S0 R ADIMB D e - i
Mtems e metenioon s - B U [EIEBMi. S e Do AR

Lorem pum dolor it amet, consectetuer adspisting elit Cum socs patogue §
penatibus et magnis dis parturient mostes, nascetar ndicibes mes Vestbulum

molestie angue w1 Ham non diam. Cumabetur pellenbesque. Hullam yestbubam

mets val purus. Sed mtne wrna ac my condimentum vebstpat. Suspendises potent

Sedd shquam. Doner lacinis ebedfesd folis- Cum soie naboque proatibis e magnis dis

parturiem monies, mescotur ndicilis mos Sed variss pharetra ipism

Mok a8 mansa o dui Bibendumm congee. Cursbibar eu rwud quu delor sdipascng
tacudunt Tt lobertie Vesmibulum a0 quass vel pede sadales alquet Vivamus
comsequat sollicrudin neque Maecenar [shero metus, wattis of, contequat ef, pequers
raet, enim. Prois nisl mi, comeedn v, dignsssiay quis, pulvinas sod, rinus. Aligaam
venesans hesdrent diam. Proin non odio at sapies pulvsse fnegills Duis semper
‘psum a 25t Donec lectus rusus, feugiat sed, vestibulem guis, luchus oon, ligula
Pharellus feugiat Aligaam nuee e, dictum vel, condimentam sit smet, gravida id,
wist In 2it ames ante sed pede auctor scelerisque. Tt eget wisi Suspendizse risus
neque, venesptis sed. tempor sec, Fingilla in, Gl Donec aget ante. Tn bempor, farpir
nee farilisis arcwmean, lectas pusto bivendum dud, id pellicitudia odie nibk ru orc
Sed augoe. Proseent 1d bese

Loremn meum dolor sit amet, consectetuer adparemg elit. Cem sucos natogque
prenatibics o magnis dis preturinnl mohes, nascstar o culiss mas Vestbulim
molertie mugue ¢ ma Ham aon diem Ciabitur pelletesgue. Hullsm vestsbulem
metus val pirys Sed vides srneac mi condimentem vobetpat Suspendises potents
Sed abquanm. Tienee lacina eledfesd feha Cum socis nabogque penatibug o moagnie dis
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e To see a document in the Web Layout view, from the main menu, choose View
> Web Layout to view the document in the Web Layout view:
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e Close the document without saving the changes.

Using the Printing Options
e Open Print.doc from your Word 2003 Intermediate Samples folder.
e From the main menu, choose File = Print to open the Print dialog box:

Print HE

rPrinker
[ame: @ Microsoft Cffice Document Image Writer j Broperties |
: Idle : .
?::::Sl Microsaft Office Document Image \Writet Driver ml
Where: Microsoft Document Imaging \Writer Park: I~ Print to file
Conment: [~ Manual duplex
~Page range oopie:
&+ al Mumnber of copies: lﬁ
- Current page " Selection
" Pages: I v Callate

e Select a printer from the Name drop-down menu in Printer area. Note the
Status of the printer, the Type of printer and Where the printer is located.

e Select All in the Page Range area.

¢ Change the number of copies to 2 in the Number of copies field in the Copies
area.

e Click OK to print the document.

e Close the document.
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Changing Margins in the Page Setup dialog box

e Open Print.doc from your Word 2003 Intermediate Samples folder.

e From the main menu, choose File = Page Setup to open the Page Setup
dialog box. Select the Margins tab:

Page Setup EHE

Marains I Paper I Layout I

Matgins

Top: |3 5 Bottom: |3| 5‘
Left: |3 = Right: |3 =
Gutker: ID" 5 Gutker position: ILeFt vl

Bortrait Landscape
Pages

Orientation

Multiple pages: INormaI j
Preview
Apply ko
Whale document - —
Default... | Ok |: I Cancel |

e Ensure Whole document is selected in the Apply to drop-down menu.
e Change the Top, Bottom, Left and Right margins to 3 inches.

e Click OK to return to the Editing window.

e View the document in Print Layout view to see the changes.

o _aClose, the document withoutysaving theschangess

Rreviewing a/Document

¢ 2OpenfPrint.doc from your Word 2003 Intermediate Samples. folder.
e From the main menu, choose File > Print Preview to open the document in a
Print Preview dialog box:
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¢ Clicking on the Magnifier button allows you to zoom into a selected portion of
the document. Click once on the document to zoom in to 100%. Click again to
return to the 25% view:

Print Preview

alaEE|55°fo - | #5 | B3 | = | close

Magnifier

¢ Click on the One Page button to preview one page at a time:

Print Preview

= @
OnePagel

% x| B | B3| B | dose

Mulkiple Page

e Click on the Zoom drop-down menu and select 200%
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0§ Print.doc [Preview) - Micros
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e Click on the Full Screen button:

Prinkt Preview

SI@QEIEE% '|Ei||:.3| |Qlcuse

Full Screen

¢ Click on the Full Screen button again to return to the Print Preview window.
o Click on the Close Preview button to return to the Editing window.

Print Preview ¥ x|
Iﬁllﬁglﬁ% '||§|E\j|@||gnse|
b

Close F'reviewl

e Close the document without saving the changes.

g Pagesto Prin
e Open Print.doc from your Word 2003 Intermediate Samples folder.
e From the main menu, choose File = Print to open the Print dialog box.
¢ In the Page range area in the dialog box, you can choose to print the entire
document, or only certain pages.
e Select Current page from the Page range area.
e Click OK to print the first page of the document:
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e Close the document without saving the changes.
e Exit Word 2003.
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