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technical proofing. 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
responsible for any direct, incidental or consequerntial damages arisingfrom the use of any material contained in this
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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 atraining course, and is made available
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purchasing decision. Sample versions may not be re-sold to a third party.
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Customizing 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 templates that are supplied
with Microsoft Word.

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

T

[fl
I New |

You will see the New Document dialog box displayed.

__Tomplascy 24 R - Blank document

Agend

Baachunes

Dsign slides
Erveriopet
Exprerii e tepaiti
Faast

Fiyeri
Foami

which requires an Internet connection).
e Click on the Installed Templates option and you will see the following.
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New Document

Templates

Blank and recent
My templates.,.
New from existing...
Microsoft Office Online
Featured

Agendas

Bward certificates
Brochures

Business cards
Calendars

Contracts
Envelopes

Faxes

Flyers

Forms

| =]

(€) .
A
Fax
. |
Equity Fax Equity Letter
FAX =
. .
Equity Merge Fax Equity Merge Letter Equity Report

Mew Blog Post

Create new: (&) Document () Template

Create Cangel

Slowly scroll down the list of available templates to get an idea of what is available.
Select a template that looks interesting, an example is illustrated below.

New Document

Templates

Blank and recent

Installed Templates |
| Mytemplates..

New from existing.,

Microsoft Office Online
| Featured

Agendas

Award certificates

Brochures

Business cards

Calendars

Caontracts

Envelopes

Faxes

-

All@® B
Installed Templates
Unei merge rax Unel merge Lemear Unigl kepom A
¥
r M
e —
Oriel Resume Origin Fax Origin Letter

Oriel Resume

Saving documents to a specific location

save your fil

e.

When you create a new document and then click on the Save icon you see the 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
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Save I I Dravid Murray's Documents
Trusted ¢ My Computer
- Templates [ David Murray's Docurments
. My Recent [ Shared Docurnents
2 Documents LB ocal Disk (1
e - Lik DWD-RMW Drive (D)

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

Nomally 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 realize
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 eadier 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. Inthe Fle 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 BYPe | word Document (. docx) |v-

word Documenkt CF. doc:

Wword Macro-Enabled Docurent (. docimn)
Wword 9752003 Docurment (5, doc)
) WO Template (. doka)

‘wiord Macro-Enabled Termplate (* . daokmn
widard 97-200% Templake ¢ * dot) e

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

Word Document:

This format will save the document using the standard Microsoft Word 2007 file
format. This is the format thatis used by default and if you do not go out of your way
to select a different file format then this is the format that is 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

FOR USE AT THE LICENSED SITE(S) ONLY

© 1995-2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



Word 2007 Intermediate - Page 8

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 lostin the conversion process.

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

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.

Open a document called Zoom.

To do this press Ctrl+O 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.
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e
Open Zx
Look [n: ||D My Documents v @-3 XE-

3-\_:_] Trusted =) Cyberlink = \Waord 2007 Level 2 Intermediate

| = Templates | |-y nstantcoovD [ My Sharing Folders

';?’Mv Recent | (5| My Data Sources

Dotumarts C3My eBooks

(Ehpesktop [0y husic
([ Z)My Pictures

‘ ;_} E‘Y i ‘ )My Practice Files

7 | LMy PSP Files
j C;m.lter My RI:::Ed Files
. LMy S Content
| ) My Network
9 P|;:Es LMy Skype Pictures
EM}« Videos
@My web Sites
(ZiNeraVision
|_JPinnacle Studic
|=)Samsung PC Studio
|_J5amsung PC Studio 3
(L) Symankec
File puanes | 2
| Files of type: |MWOrd Documents (*.docx; *.docm; *.dokx; *.dotm; *.doc; *.dat; *.htm; ®.html; *.rtf; *.mht; *0 s
Tooks - Qpen 'v] ‘ Cancel

¢ 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 read as
they are so small.

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

control a
control to the left or

7%in the mple
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Zoom o

() Page width () Many pages:
() Text width

() whole page =

FPresviem

AaBbCcDdEeXxYyZz

AaBbCcDdEeXxYyZz

AaBbCcDdEeXxYyZz

AaBbCcDdEeXxYyZz

Ol =T tfe LT

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 screen in whatis called 'Print
Layout'. 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. You can see the views
illustrated below.

Print Layout:

This is the view you nomally 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
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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.

Thumbnalil 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 v | Thumbnails
Show/Hide

Click on this command now and your screen will change as illustrated.
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ﬁ_.i) e IB«‘}- s Views daes - Micrasoft Word - &%
Home " -y | Dexeiam -
e (i S ) P Tl W

il :.I _d I | [ Dorumant Mg Q_\I 1 LorePrge 5 mew Winsw | Lt View Side iy Sist o
g = 12 TiAnes ¥ Thumbna =2 hrespager (= Anange = yyrermams Sriling 4

|"Pring  Full Screen Weh Outine Draft Zoam {008 2 . Swatch

i S Bl Pagewhamn | (] Memave TpRE | L Banal Wit TSR | irmdoes -
[ - r—r o Windson

The parts of a computer
AnTnput dovice.
The keybaard allows vou 1o type infoomation mto the computer. has evalved over the years
and many people now use 8 Microsodt etyle keyhoard which has addifional keys designed 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 toanather
Disks
2 L] . " ) ; & ¥
o U D e —

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

e Save anychanges you have made and close the document.

Controlling the display of items within Microsoft Word

¢ 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.

| Ruler ' Document Map
™| Gridlines | Thumbnails

Wessage Bar

NOTE: You can click on the Home tab and then click on the Show/Hide icon and
you will toggle the Show/Hide feature. This can be useful for quick checking of
your document to show non-printing characters.

(&3
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Minimizing the Ribbon

e Sometimes you want ‘more wiriting space’. To help achieve this, right click over the
Ribbon and from the popup menu displayed, click on the Minimize 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:-

H trrurel Page Liry et Felailingy Nevire fiew Dirarlap
. | DT WL ¥\ Fied -
Calibi Body 1 A A ai |H == = = iEiEag AsBbCcc | AaBbCcDe AaBbO AaBb 'i.hl g
- . -
FaNtF F B J O -sham x fa"Y-A- FEH A MNE|- - Thormal | ThoSpasi. Headimgl | Headimg 2 i Selned
. Byl * ¢ Telrct -
To this:-

41

f"*‘a 1, L =]

57
—-’/ Home Insert Page Layout References Mailings Review View Developer

Document3 - Microsoft Word

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

| Customize Quick Access Toolbar...

Show Quick Accass Toalbar Below the Ribbon

v | Minimize the Ripbon | \
.- — —-—

Screen display options

e You can display non-printing characters on the screen. This may be useful if you
have received a document and are not sure how itis formatted. Click on the Office
Button and select the Word Options button.

2] Word Options

This will display the Word Options dialog box. Selectthe Display button and you
will see the following options.
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Word Options

Popular - . o
P Change how document content is displayed on the screen and when printed.
|"Displa;r _"'l
Proofing Page display options
Sawve show white space between pages in Print Layout wiew (i)

Show highlighter marks (i

Advanced
Show document tooltips on howver
Customize
Always show these formatting marks on the screen
Add-Ins

O -

Trust Center [] spaces

Resources [[1 Paragraph marks T
[] Hidden text ELS
|:| Optional hyphens -
[ object anchaors of»
|:| Show all formatting marks

Printing options

Print drawings created in Word 00
Print background colors and images
Print document properties

Print hidden text

Update fields before printing
Update linked data before printing

ooo0oos

¢ |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.

ize a ran
se the H
ns.

im available
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e Popular Options:

Fpoputar

% 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

I:l Show Developer tab in the Ribbon i
Customize Always use ClearType
Aiddne Open e-mail attachments in Full Screen Reading view

Color scheme:
Trust Center

ScreenTip style: |5how feature descriptions in ScreenTips e

Resources

Personalize your copy of Microsoft Office

User name: |Da1rid Murray

Initials: DM [

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

Proofing Options:

Word Options

— Apcl i %
TR |"—}£a Change how Word corrects and formats your text.
Display

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

Advanced
When comrecting spelling in Office programs
Customize
Ignore words in UPPERCASE
Add-Ins

Ignore words that contain numbers
Ignaore Internet and file addresses
Flag repeated words

I:I Enforce accented uppercase in French
D Suggest from main dictionary only

Custom Dictionaries...

French modes: |Tradrtmnal and new spellings %

Trust Center

Resources

When comrecting spelling and grammar in Word

Check spelling as you type
Use contextual spelling

Mark grammar errors as you type
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e Save Options:

Word Options

Fopiy H Customize how documents are saved, ”
Display
Proofing SIS

m ; Save files in this format: |Word Document (*.dood w
aAdvanced Save AutoRecover information every |10 % | minutes
Custamize AutoRecover file location: |C:\Do cuments and Settings\David Murray\Application Data\Microsoft\Word, | [ EBrowse, J
Add-Ins Default file location: |C'.\Do cuments and Settings\David Murray\My Documents, | [ Browse.., J
Trust Center Offline editing i for server files
Resources

Save checked-out files to: (i
(&) The server drafts Jocation on this computer
) The web server

Server drafts location: |C\Documents and Settings\David Murray\My Documents\SharePoint Drafts', | [ Browse... J

Preserve fidelity when sharing this document:

[[] Embed fonts in the file

e Advanced Options:

Word Options

Fopular = - : vF
E H;— Advanced options for working with Woaord.
Drisplay
Proofing Editing options
Save Typing replaces selected text

F A 3 i When selecting, automatically select entire word

Allow text to be dragged and dropped
Customize Use CTRL = Click to follow hyperlink
Add-Ins [] Automatically create drawing canvas when inserting AutoShapes
Use smart paragraph selection
Trust Center Use smart cursaring
|:| 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

Resources

Default paragraph style: Mormal L

itch keyboard t

rmatting (Default) |

rmatting (Default)

Styles [Default}

Keep bullets and numbers when pasting text with Keep Text Only option

Hyphenation

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

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




Word 2007 Intermediate - Page 17

Microsoft Word contains a Hyphenation option allowing you to automatically or
manually hyphenate the text. You can also setthe 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.

Setting automatic hyphenation

Open a document called Hyphenation.

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.

(Oa) i g =
L
Hame Insert Page Layout References Mailings
j E- [T |4 Orientation~ += Breaks ~ 18] Watermat
=1 [a]- L [y Size~ 3 Line Numbers = || <4 Page Cole
Themes Margins __ ey — ;
- E'- - EE Columns ~ |hc“'Hyphenatinn'| gPageBor:
Themas Page Setup | v || Mone
"2"'1"'5"'1 Automatic
Manual
P ‘ b~ Hyphenation Options...

Hyphenation options

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.

Hyphenation

Use the Hyphenation zone section of the dialog boxto setthe amount of space you
want for the hyphenation zone. Experiment.

Save your changes and close the document.
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Text & Paragraph Editing

Text Editing

Applying Subscript and Superscript text formatting

Open a document called Text effects.
Type in Einstein’s famous equation:

E=MC2

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(C?
To format the equation properly, select the 2 in the equation, as illustrated.
E=MC2

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

F

*x

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

Next we will'apply'subs cript formatting ta the chemical formula for water.
Typednthe following:

H20

We need to format the 2 within the formula using subscript. Select the number 2.
Click on the Home tab and from within the Font section, click on the Subscript icon.
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K

e You will see the equation formatted as illustrated below

H;0

e Formatthe other lines of text within 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 altemative 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.

.t}_|

TT Equation -
|“|| l&ymbﬂl b r[j
symbals A8 l

-~

e Clicking on the"'Symbol command will displaya drop down list of symbol options, as
illustrated.
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i
(7]
IA _;] Quick Parts - ﬁStgnﬂture Line ., TC Equation =
<l wordart~  [S} Date & Time |n Symbal =
Text e r
= Boik~ == DropCap kg Object ~ = £ Yy ©

Text
= = = Th -+ #

[

I

- = (==

a P ™ O F

£} | More symbols..,

¢ Clicking on any one of these will insert the symbol that you clicked on (at the
Insertion point).

¢ Clicking on More Symbols, will display additional symbols and options, as
illustrated.

Svmbols | Special Characters |
Fontk: |Times Mew Roman o | Subset: |Currenc';.-' Swmnbols - |
B -~
n | FlEREI | 4| €]%]| ¢ [Ne|™M| Q] e ®
A R R e e e A I N
Si—= /- [ V]| |=|2|==|=|a|— -
= HERNSENEEREREI]
[ .I | i T — F <
oo | LL

Unicode {he:x

¢ |If you click 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.
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Symbol

Symbols | Special Characters |
_haracker: Shortcuk ke
- En Dash Ctrl+humm - 1
- Monbreaking Hyphen Chrl+-5hifk+_
- Cpkional Hyphen Ckrl+-
Em Space
En Space
1i4 Em Space
@ Monbreaking Space Ckrl+5hift+Space
Copyright Alc+CErH-C
Registersed Ale+ k4R
TH Tradernark Ale+CErl+T
= Seckion
1 Paragraph
Ellipsi= Alc+CErl+. —
* Single Dpening Quaoke e+,
! Single Closing Quoke Cerl+,!
- Double Opening Quoke Chrl+ " b
AuktacCarrect. .. ] [ Shortcut Kew, ..
[ Insert ] [ Cancel ]
=

e 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. Forinstance 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.

»

]

Word Options

Popul [apc]
e |ﬁ}f2i Change how Word corrects and formats your text,
Display £
|pim-uuﬁ'ng | AutoCorrect options
Save Change how Word corrects and formats text as you type: AutoCorrect Options..
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This will display the AutoCorrect dialog box.

AutoCorrect: English (U.K.)

AukaFormat Smart Tags
AutoCorreck Math AutoCarrect AutoFarmat As You Type

Show AutoCarrect Options buttons

Correck TWo INitial Capitals

Capitalize First letter of sentences
Zapitalize first [etter of table cells
Zapitalize names of days

Correct accidental usage of cAPS LOCK key

Replace bext as wou bype

Replace: Wikh:
I
[ -
- &
) @
-] @
| =]
- =1 -
Automatically use suggestions Fram the spelling checker
I Ok l [ Zancel ]

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 capitalize the first letter within a sentence and also the first letter within
a tablecell and/the days ofthe week. A very usefulfeature is to automatically
correctthe effect of accidentally pressing the Caps Lock key!

In the lower/partofthe dialog boxis'a scrollable section which tells you what
Microsoft Word will acton and change automatically. For instance if you wanted to
inserta smiling face symbal © youwouldtype'in a colon, followed by dash, followed
by a closing bracket. As you scroll down this list you will see examples of incorrectly
spelt words that Microsoft Word will automatically correct for you.

Add some words that you commonly spell incorrectly, into the Replace section of the
dialog box, along with the correct spelling in the With section of the dialog box.
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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.

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.

|
| ] Word Options | |)( Exit Word |I

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

Word Options

Popul [aBC]
o |t};-1 Change how Word corrects and formats your text.

Display

Save Change how Word corrects and formats text as you type: [ AutoCorrect Options... J

This will display the AutoCorrect dialog box.

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

SAMPLE
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AuboFarmat Smark Tags

AukoiZorreck Math AutoCorrect AutoFormat As You Type

Replace as wou bype
"Straight quotes" with “smart quotes” Ordinals {1sk) with superscripk
Frackions (1,2} with Frackion character (14) Hwphens [--) with dash (—)
[1 #*Bold* and _italic_ with real Formatting
Internet and netwark paths with hvperlinks

Apply as wou bype
Aukormatic bulleted lists Automatic numbered lisks
Eorder lines Tables
[ Built-in Heading stylas

Automatically as wou bype
Format beginning of list ikem like the one before it
Set left- and first-indent with tabs and backspaces
[] pefine stvles based on wour Formatting

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
guotes that look the same.

Nomal quotes look like this:

‘Normal quotes’

Smart Quotes look like this:

ismart Quotes’

Close the AutoCorrect dialog hox.

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.
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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. Selectand insert a picture into your document. Your
document will look something like this:

Temt wrapplng cptice allow you Lo cantinl b the bee will Wwisg sround” bt such a4 pletise, and
charix. Text wrapping options aflow you fo coevbrol b ike tewt will “wrap sround” objects such m
pictures and chars. Test wiapping options allow you tocontrod how the text will ‘wrisp around” olidects
wuch ms phchores wnd charts. Text wrspping optlors sllow you to control how Ehe fest will ‘srap aroussd”
abjerty wuch o plctures and chart. Tewt weapping optlons allow oy to control how the et will “wreg
mrnand” pijects such s piciures and charty. Test weapping cptions allow you to control how the test wil

“wrap seound’ abiects nuch as ctures and chars et wRpgng
options sllow you to conirol bow the test will Ssrap arourad” obpects such a5 plctures and charis. Test
wrapping optices.slievw you bo-coeired hesw the (e will ‘weap srcund abjects vech oy ploiures and
chariy. Test weapping options allos youlo conbrol ho ihe Lext will “weap secund objscts wch o
phetuned and chari, Test wrapping oftions allow ypou Lo dantcd how the test will ‘wiap ardund”’ clgects
such @5 pactutes anvd chats. Test wrapping optiors sllow you 1o conirol how the test will ‘srap arousd”

If your picture is displayed much bigger than in the illustration, resize it so thatitis
smaller (by dragging one of the picture comers 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.

&
the text will w 43
rol how the tex B3
Yo T0 Contio

ons allow you td X3
Ingoptions allo) &

vrap arcund’ objects such as pit:l.urts. M| Through

text will “‘wrap around” objects sucha o]
ol how the text will “‘wrap around of (5] mere payout Options...
& vorl to control how the text will ‘wran around” oblects
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¢ 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 conirod how the text will “wrag arcund’ objects sach 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

e Experiment with using some of the other text wrapping options. If you getlost
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 textitis
orientated horizontally, as in a book. Open a document called Text alignment.

e Selectthe first row of cells, as illustrated.

Taxt alignment

Ona Two Thresa
Faur Five Six
Seven Eight Mine

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

Table Tools

The selected text will change as illustrated.

F] :

Four —_ | Five =
| Seven | Eight | Mine |

a3yl |
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Click on the Text Direction button again and you will see the following.

g E £

Four Five Six
Seven Eight Mine

Select each row in turn so that text in each row uses a different text direction.
Save your changes and close the document.

WordArt

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

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

Click on the Insert tab and then click on the WordArt button.

|
‘—"J Heme Ingest Page Layoul References Mailings Review Wiew

Drevelopen
.Eh Caves Page * j Hljj hip ﬁ “ E,, Hypeilink j j j A | | Quick Parts + [ Signature Line -
| Elank Page I—Ir'n Bk — A5 Bookmark 4= g : Al wordan= 5], Date & Time
Table Fletiwre  Clip  Shapes Smarkart  Chark Hrader Faoter Fage Text
" At v v

¥ Fage Bresk Mumber = || Box~ S5 DvopCap- by Omject =
Fages Tabdes ustrations Links Header & Footer Text

=] Cross-reference

The WordArt drop down will be displayed, as illustrated.

] |2 Quick Parts = |2 signature Line = | T Equation -
- ~ || wordart~|  [5], Date & Time

L2 Ssymbol -

Tmask

;W
Wordist Wﬂmﬁ]’i M “ Wiﬂﬁlﬂ ; w
SO 11| S SN

Tewdrat R M w Bt 3
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e Click on a design that you like, and you will see the Edit WordArt Text dialog box.

Edit WordArt Text

Font: Size:
|T1"Times Mew Raman V” 36 V|

Texk:

Your Text Here

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

¢ You will notice when you select a WordArt object that WordArt specific controls are
displayed, as illustrated.

565 Y it e Bt

- [ 1.‘ - &
& | | =] L3 Bring ta Frant ~ |2 5181 em
Edit 5 I:_/ Shad ‘;‘%Q 3D P t . % |
i pacing __ adow osition | 4.3.43 om
Tet ~ =7 A~ || Erteas- =1 Effects - B Tet Wrapping - k- |
Text WordArt Styles Shadow Effects Arrange Size

s W

e Click on some of the options within the WordArt Styles section to change the
format.

an uset t cont Interest ow effect your
MordArt ima
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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 getlost, 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 emphasize
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 colors that can be used to shade that paragraph. Click on a
color.

<y ol i l T Mormal lﬂNo

Theme Colors

'!Illilllll

Standard Colors y -\
aln. "EaAEEw

MoCalor

| —p

23 | Ldare Colars..

Apply different colors to the other paragraphs
Save your changes and close the document.
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Paragraph border options

e You can add border effects to your paragraphs. This can be used to emphasize
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 nextto the Borders icon. This will display a
range of borders that can be applied to the paragraph. Click on ‘Outside Borders’.

[ |
[ T MNormal | T No Spaci...

Eottom Border
Top Border B

[ Left Barder L

Right Border

Mo Border
All Borders
Qutside Borders

TE@

Inside Borders

Inside Horizontal Border

Inside Vertical Border

Horizontal Line

Draw Table

View Gridlines

(I S

Barders and Shading...

e Experiment with selecting other paragraphs and applying different border effects.
e Save your changes and close the document.

Reversing the color of a paragraph

e »Nomally yourtextis\displayed as black text on a white background. You/can
reverse, this so that the textis displayed in white'on'a black background. Opena
document called'Reverse.

e Clickion the Home tab and then click on the down arrow nextte,the,Shadingicon:
This will display a range of colors 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.

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 byitself. This would be called a ‘widow paragraph'.

It also stops Microsoft Word from printing the firstline of a paragraph at the bottom
of a page byitself. This would be called an ‘'orphan paragraph'.

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

To make sure thatthis feature.is active, selectthe paragraphs within the document
to which you wish'to apply window/orphan control.

Clickson the Page Layout tab. Within the Paragraphssection click on the
Paragraph DialogrBox Launcher. /From theldialog box displayed, selectthe Line
and Page Breaks tah. \Make sure/that the Widow/Orphan control check boxis
active.

Paragraph E]E]

Indents and Spacing | | Line and Page Breaks

Pagination
Widow/Orphan control
Keep with next
[] keep lines together
[] page break before
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TIP: As you should see, the Widow/orphan control is active by default.

e Inthe 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.

¢ Close your document without saving your changes.

SAMPLE
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Styles and Templates

Styles

o Astyle 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.

Ai 34 Find -
|AaBbCcDe || AaBbCcDe AaBbCi AaBbCc -

™ c Replace
T Mormal T Mo Spaci.. Heading1 Heading 2 - select -

Editing j

Styles

3 Styles.docx - Microsoft Word

- H X
fiew Wiew Developer @
A % 34 Find -
AaBbCcDc  AaBbCcDc | AaBbCi| AaBbCc £ Replace
MTMormal T Mo Spaci.. | Headingl | Heading 2 Change

Styles ~ l¢ Select =

Save Selection as a Mew Quick Style...

=5 Clear Formatting

M, Apply Styles...

t or to an entire pe

e Inthis case select ‘Heading 1’
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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.

The first line of your document will now be formatted using the ‘Heading 1’ style.

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 ¥
Skyle Mame:
Marmal [+
HE Colorful Shading - Accent 1 ~

HE Colorful Shading - Accent 2
B Colorful Shading - Accent 3

*. Colorful Shading -

HE Colorful Shading - Accent S

HE Colorful Shading - Accent &

EH Colorful List

B Colorful List - Accent 1

EH Colorful Lisk - Accenk 2 b

Save your changes and close the document.

Modifying styles

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

)
N’in

We will now modify the *Heading 1" style so that it uses a differentfont and displays
using a different color.

Right click over the ‘Heading 1’ quick style and from the popup menu displayed
select the Modify command.
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% &4 Find -
¢ AaBbCcDc { AaBbCl AaBbCc P
T No Spaci... | He Update Heading 1 to Match Selection

sy S Modify..

Select All 1 Instance(s)

-
g
=
(i}
&

Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

=1l

e This will display the Modify Style dialog box.

Modify Style
Properties
Hlame: |Heading 1 |
Skyle type: Linked {paragraph and characker)
Skyvle based an: | T Marmal b |
Style for Following paragraph: | T Marmal V|
Farmakking

|Camhria(Headings]v”14 v|||?| PN | ||_ V|

|EEE|¢ |;'Es'_=

¥
+

Modifying Styles

e Before: 24 pt, ri 0 pk, keep
Priority: 10, Base

add to Quick Style list [ ] Automatically update
(%) Only in this document () Mew documents based on this template

L QK ] [ Cancel
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e To change the font type used by this style, click on the down arrow nextto the Font
box, and select a different font, such as Arial.

Farmatking
Bl ¥/ r U |[—
Cambria (Headings) S .
Calibri (Body) s
T Courlier New
T Arial Black
R e "I
B Agency M
T ALGERIAN
T Mihi
% andseronoh  ObOADTOND]  [5a5ie: prrtsy: 10, GatedonsNorma,
W Arial

% Arial Black v

AU L IR, 30 IE TS0 AL OPOgieE

I T
RILIN
[
¥
[

(3% Minlu in Fhic dacorark O Rlas drenranke hacad an bhic Farnnlaka

e To change the font color used by this style click on the down arrow nextto the Font
Color boxand select a different color, such as Blue or Green.

Farmatking

Cambria (Headings, w || 14 |?| 7 U | [——

= == - . Automatic

|i| - = = I Theme Colors |

Modifying Styles I I I IEII I I [] I
Ll |

- Fan. {lawin, ywring B Sta“da[dﬂls _qh
R Ally - ana ywing Pa HE !!. .! . .
lomn Sl - \aEh ywrin Pam
. \ Mare Calars...
y s L T A —
WNFsien (o= sul) +Hdadings, 14pk, Bold, Fank colo BECERE TrepaEE peraral 2 B Aer

TiP#lf you/look at the bottom of the dialag box, you will see detailsrofthow 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 however 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.

FOR USE AT THE LICENSED SITE(S) ONLY

© 1995-2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



Word 2007 Intermediate - Page 37

add ko Quick Style list [ ] Automatically 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.

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

e Save your changes and close the document.

Creating styles

e Press Ctrl+Nto create a new document. Type in your name. Press the Enter keya
few times to insert a few emptylines. Selectyour 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 color.

e 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
Skwle Mare;
BigRed W
Mew

AutoComplete style names

e _Cliek on the New,button and.close the Apply Styles.box.

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

e Save yeur changes'and close the document.

Using Outline View with header styles

e 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 Outline View
e Open a document called Outline View.
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e Click on the View tab and then click on the Outline button.

Oa .Ig 7 A | waord 2007_manual_eur V2.doc [Compi
'L'I: Hame Insert Page Layout References Mailings Review | ‘u’lew_
j ﬂl 53 web Layout | ¥ Ruler | Document Map

L‘L =L |2 outline | | Gridiines | Thumbnails

' Print | Full Screen = =
Layout | Reading =] oraft |_I"'Message Bar

Dacument Views [ Show/Hide

e Your screen will now look like this.

f'-"_") =1 . I Cuitlines.docx - Micresoft Ward =X
T
- Outlinimg Home fnsert Fage Layout Heferences Mailings Review Wiew Develaper

L

= : = 3 .

| | Level2 MIE 2 C I e g - E
¥ Show Test Formatting ==

|+ =] I Snow First Line Oniy

Driatlinie Tooks

el

L+

© Hardware, Software and Information Technology
L]
@ Understanding the terms hardware, software,
Information Technology
[ ]
© Hardware
® . The term hardware refers to the physical

components of your computer such as the system
unit, mouse, keyboard, monitor etc.

L
© Software
L The software is the collection of instructions
which makes the computer work. For instance,
when you type in words wia 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)
o . This 15 a general term which relates to the
use of computers as an aid to creating and s
maintaining data, i.e. information. IT is related to B

structure within the document.

e Save anychanges you have made and close the document.

relate to

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

"ET': H9-3 - word_2007_manual_sur V2.doc [Compz

Home Insert Page Layout References Mailings Review | View |

= Ia\.l"\.l'el::l Layout || ¥ Ruler 'l Document Map Q T _-|_|t
= .J -
y |[E outling| I Gridlines [ Thumbnails i [Ed
Print | Full Screen — = Zoom 100% _
Layout | Reading =] Draft |_["'Message Bar =l
‘ Document Views Show/Hide Zoom
The Outlining ribbon will be displayed.
leT_I H9-03 = waord_2007_manual_eur V2.doc [Compatibility Mode] - K
P 1 [ —
e -
L | Outlining | Home Insert Page Layout References Mailings Review View D
I | 5 show Level: - - -
R AT 2T =7
— ) V' Show Text Formatting : — T
|1;|- F O =.| - 1 Show Collapse Close
[ | [T Show First Line Only | Document Subdocuments || Qutline View
Qutline Toals Master Document Close

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

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

e To enter a heading thatis 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.

MPLE

e To enter a heading thatis 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.
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(On) 2 -0 )¢

|y k‘h. .

~ | Dutlining Home Ir
|k | Levell || 99|
I[& & + =|
|

| Dutline

¢ To enter your bodytext after an outline heading, click on the Demote to Body Text
button on the Outlining tab, or press Alt+Shift+5 (on the numeric keypad) and
then type in the text.

TIP: To use some of these keyboard shortcuts, ensure thatthe NUM Lock is

switched off!
(o) H92 -0 )3
1" ﬂ
- | Outlining Home In
|4 | Levell - | % 2|
[ # % =|
|
l Outline”

e 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 . P . 2
(Oa) d 9 -8 )+ (Oa) 19 -0 7
|y el ., A |y *h. 5

b ﬂ L . .

> | Outlining Home Ins > | Outlining Home Ir

Hn" || evel1 - ([ |

- [ 2| | | Levell

into your do entand ryso

e effects of

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

Templates

e 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 wantto use. A
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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 color. 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, you are
offered a choice of templates on which to base the new document.

New Document F!’_ @
" . .
Tempiates € - Professional services brochure (8 1/2
Blank and recent = - - x 11, letter fold, 2 pages)
[ . 5 2
Instalied Templates Brochures 2| & 5 Stocklayauts
— — A 1 ] ]
My templates... 4050 KB [15 mins @ 56 Kbps]
AT 1 2910 Votes )
New from existing...
| Microsoft Office Online
Featured
Agendas
ficates =
Avardcartitiates Professional sennces Brochure
Brochures brochure B1/2x11,
Ietter foid, 2 pages)
Business cards
Calendars
Contracts
"
Envelopes o
Expense reports
w
Faxes 2 = -
i Trifold Brochure with a Financial services E
Flyers menu theme (waorks brochure _.N.H.I.II.
with Xerox 003R95767)

Forms

Gift certificates
Greeting cards
Inventories
Invitations

Invoices

I Download Cancel

Each,of these different optiens is storedsin differenttemplatess You can createnyoun
own template files and theywill show gp in the list of choices that you are offered
within the new dialog box.

Creating a new template based on jan existing decumentor
template

You can create a template by creating a new document and then after customizing
the document, save itas 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.
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e As an example of creating a template, open a document called Urgent Fax. This is
a document file, not a template file. Nextto the text ‘Name’ in the ‘From’ section,
type in your name. To save this document as a template, click on the Office button
(top-left) and then click on the Save As command. Use the file name Urgent Fax.

e Click on the Trusted Templates folder icon within the Save As dialog box.

Savein:

Trusted
] Templates

e Click on the down arrow nextto the Save as type section of the dialog box. Select
Word Template, as illustrated.

File: narme: Urgent Fax.docx
Save as LyPe! | yward Document (*.docx) :

(i e R

Wiord 97-2003 Document (*,doc

‘Word Template (*.dokx)
Word Macro-Enabled Template (*,dotm})
Wiord 97-2003 Template (*.daot)
Single File Web Page (*.mht; *.mhtml)

‘el Page (. htm; *, htrl)

£

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

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

CMX sIar to that LOE
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e

New Document

Templates x|

[ Blank and recent

Installed Templates

«) [ |.'ea=-:i. Microsoft Office Online for & templats "-)l ‘ Blank document

g

MNew blog post

Blank and recent

My templates... o

Mew from existing...
Microsoft Office Online
Featured

Agendas

Award certificates
Brochures

Business cards

Calendars

Contracts =

Envelopes
Urgent Fax Academic Report
Expense reports
Faxes
Flyers

Foarms

Gift certificates

Greeting cards

Inventories

Tnvitations Business Fax Eusiness Repart

%
<

Invoices

L Create J[ Cancel _]:E

e Click on the My templates option

r template, in this case Urgent Fax,
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New X]

My Templates |

@? g [=l=k=

Prewview

Morrnal.daotm Urgent

Fax,dotx

Prewiew nok available,

Create Mew
(%)Document () Template

[, oK ] [ Cancel J

Adocument will be displayed based on your template.

NOTE: You have notopened 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.

L strant? - harraft e Tabla Pam
= s | el Gl CRfweme bMsinp  Rmsm e Dewmpn Dngn Lo

Y| et ipoa A B2 S AR | e | nasecooe AaBBC Aalibr
o W ke e Ve A (EE W [ e

[ sl e

I

=[] E

URGENT FAX

e Save the documentas My Urgent Fax and close the file.

Customizing Normal.dotm

e 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
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changes will applyto 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 open it.

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.

Lock in: ) Templates
2 Trusted |Z)Document Themes
Templates |y smarkart Graphics
5 My Recent ~otMarmal. ot

Documents

[Lﬁ' Desktop

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. Applythe Arial font (using the Font control on the Home tab).

Home Insert Page Layo

S ana -
EE A

Makeother changes such as increasing the marginisizes or setting the page layout
to landscape (ifyou'do notlknow how to do this try using the online Help available
withindMiicresoft 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 Nomrmal template file. Save the file as My Arial Document.
Close the document.

FOR USE AT THE LICENSED SITE(S) ONLY

© 1995-2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



Word 2007 Intermediate - Page 46

Recreating a default Normal.dotm file

¢ If you delete or rename the Nomal 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
customized 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 justin front of the text

‘Section One’

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

Haome nsart WA Fage Layalit WA Referfices
i one e Yhoe gt (el

tatioﬁ P,:'_::@akﬁ

e | LVm be rsi*“
bE~ Hyphenation ¥

Themes ] Page Setup ]

£ Coldmns ~

This 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.
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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 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 justin 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 documentin 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.

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

;’ l Brint P_ id
__’ﬂne Page

ol —
mﬂ:;;- ] :
== e e il [@3Two Pages

Print Options | Margins Orientation Size Zoom 100% _—
. . - =| Page Width

Print Page Setup ] Zoom

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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Close Print
Preview

e 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.

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

SAMPLE
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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:/MWwww .cheltenhamcourseware.com

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

| The IT Computer Courseware Library

A complete library of quality training courses 0

Includes Windows 7 and Office 2010 Courseware |I E \
* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLIGATIONS

* 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 with our printable courseware. OVer

lmvestina complete Computer Courseware 7 000 '~
Library, including Windows 7 & Office 2010 : Y :
Theymost cost effective courseware solution for your IT Web Pages

training needs. Get ALL our caurses, and all hew

ey Incl h h
courses released within 12 months ! neludgy when you pgighase

the 'IT Courseware Library'.
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