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Introduction to Microsoft Word XP

When you have completed this learning module you will have seen how to:
e Create new Microsoft Word documents

e Create dimensions

e Open an existing document

e Switch between multiple open documents

e Close a document

e EXit Microsoft Word

e Save afile

e Save afile in a different location

e Save afile in a different format

What is Word XP?

Word XP

e Word XP is a word-processing tool that lets you create a variety of different
documents such as letters, single-file reports, multi-file reports, books, and web
pages.

Content

¢ With Microsoft Word, you can format documents by creating headings,
applying bullets and numbering, and adding tables, graphics and spreadsheets.
You can also track document changes, merge versions, and create indices and
tables of contents.

Delivery

o Word files can be delivered in multiple formatsiThe twol main file formats are
.doc for standardWord documents/and dot for Word templates!

Create a New Document

Creating a new document

¢ From the main menu, choose File = New.
e From the New Document task pane, select Blank Document:
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& % New Document v X

Open a document
EF; Diocuments. ..

Mew

[ Blank Document
@ Blank Wweb EEE—'

b Blank E-mail Message

Mew from existing document

Note: You can press the Ctrl + N key combination to create a new page and
bypass the New Document task pane.

Choosing a template

o A template is a predefined structure and style for a document, including page
layouts and predefined paragraph and font styles.

Each template is designed for a specific type of document.

All elements in the template work together to create a standard look and feel
when applied to more than one document.

¢ Word comes with over 40 templates for creating the most often designed
documents.

You can use these templates to apply a design to a document easily.

To open adocumentusing atemplate:
¢ On the New Document task pane, click General Templates under New from
template:

Mew from template

| ] izeneral Templakes. ..
__g__l Templak__fon my Web Sites, .,
ﬁ Templates on Micrasoft, com

e The Templates are organized into categoriesiClick the tab for the type of
document you want to create:
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© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 9 — Microsoft Word XP - Foundation Level Manual

Templates

‘“Web Page E-mail
Message

e Select a template from the available template options.
e Under Create New, select the Document radio button.
e Click OK.

Setting the page dimensions

e Before you begin constructing your document you should set the page
dimensions.

To change page dimensions:

SAMPLE
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e From the main menu, choose File > Page Setup:

& Dlil

MEw, ., Chel+M
Qper. ., Chrl+Tr
Close
& save Ctel+5
Save As...
Save as Web Page...
ﬁ Search...
Versions...
Web Page Preview

@ Prink Preview
&h Prirt... ChH+P

Send To »

Properties

Exit

Using the Page Setup Paper tab

o When you first open the Page Setup dialog box, the default page size is Letter
8-1/2" x 11”.
e In the Paper tab, you can use the drop-down list to set the Paper Size

OR you can use the Width and Height fields to enter in the size of the page:

SAMPLE
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Page Setup HE
Margins Paper | Layiout I
Paper size:
Letter & 42 3 11 in |
width: g.5" c
Height: 11" =

Paper source

Eirst page: COther pages:

Defaulk tray (Buko select) Default kray (Aukn selack)

Presiew
Apply to:

iyhole docurnent

Prink Options. .. |
Default, .. | [o]8 I Cancel |

e The Paper source section of the Paper tab allows you to set up where the
First Page and Other Pages of the document will print from:

Paper saurce

Firsk page: other pages:

Defaulk tray (Auko seleck)

Defaulk tray (Auko seleck)

o Usingithe Apply ta drop-down list/from the Prewview section of the Paper tab
allows you to apply the Page Setup settings to either a Section in the
document,/a whole document, ‘or/from the current point forward:

Prewview

Apply bo;

This paint Farward
Whaole document

Print Options. .. |
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e Use the Default button to return the all setting of the Paper tab back to the
Word Default:

ik Cancel | |

Note: You can change the Page Setup at any time during the course of the
creation of the document.

Using the Margins tab
¢ When you first open the Page Setup dialog box, the default margins are:

Top -1
Bottom - 1"
Left - 1.25"
Right - 1.25"

e The Margins tab determines how far in from the left and top the text or other
content will begin, as well as how far from the right and bottom the text or other
content will stop:

Page Setup HE

Margins | Paper I Layout I

Margins

Top: |1" 5‘ Eaokkom: |1" 5‘
Left: |1.25" 5‘ Right: |1.25“ 5‘
Gutter: ID" 5‘ Gutter position: ILeFt vl

Qrientation

A
ds

trait Lands
Page
Tulki ges:

‘Whale docurmenk

Default. .. | Ok I Cancel |

o The Orientation section allows you to set the page as Portrait or Landscape:
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Crientation
Portrait Landscape

Note: Remember to set the Orientation of the printer to match that of the
document.

The Pages section allows you to set up the way your margins and document
function. Using the Multiple pages drop-down list to select the desired page
options:

Pages

Marmal

Multiple pages:

Mirr-:ur margins
2 pages per sheet
Book Fold

Presiew
Apply bo;

Normal:

Mirror Margins:

2 Pages Per Sheet:
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e Book Fold:

Opening

Opening afile
¢ In the Open dialog box, browse to the file you want to open.
e From the main menu, choose File > Open

OR press the Ctrl + O key combination:

[ Mew... Chrl+M
Close !
[H save Chrl+35
Save As,..
Save as Web Page...
B Search...
Versions...
\Web Page Preview

In the Open i . To see uments
pes, i
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Leskin: | - 8 ¥ - Tk
LE& 3t Flopew 41
dﬂ beae Lo Diak [1)
Hetory i VD Dirve 102
00 Diiwe [E:)
ﬁ | Shaned Dincumenis:
My Docurrs
©
Dreslitop
L]
Earvorkns
* :
= Fir: = T
My Mebwnk, pe= Bl e |
Pinces Files of Lyp=i [l wWiord Docusents | Carncel !

Switching among files that are open

o The Window menu displays a list of all open Word files. The file currently in
view has a checkmark beside it:

Wimdio

e Window

arrange Al
Split

2 Docurnentl 1

3 Docurnenkl2

4 Docurnentd

T between

From the mai

WIt to openI
Saving a file

¢ While creating a document you should save it regularly to make sure, in the
event of a system problem, you do not lose your information.

To save your document:
¢ From the main menu, choose File > Save
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OR press the Ctrl + S key combination.

e Ifitis the first time you are saving the document, the Save As dialog box
opens, otherwise Word will just re-save the document.

e From the Save in drop-down list, specify the location where you want to save

the document.
o Specify the name under which you want to save the document in the File name

box.

Using Save As
e If you want to save your document under a different file name

OR if you want to save the document to a different location, you can use the
Save As option:

Save As HE
Save in: |;J Samples j & - 8 X O » Tools =

> |
Favorites
Bl File name:  [Doct.doc =] save
Iy Metwork, —
Places Save as bype: |W0rd Document (*.doc) j Cancel "

e«"You can also use the Save As Type drop-down list'option to save your
document in a different file| format:

A\ W
wiord Document (*, dog)

fiord Document (%, dac)
Wieb Page (*, hbmg . hikml)
Wreb Page, Filtered(* . Rikmn; *. bl
Web Archive (*.mhbt; *. mhkml)
Document Template (*,dak)

Rich Text Format (*.rtf

To save your document under a different file name:

¢ From the main menu, choose File > Save As.

¢ In the File name field, enter the new name of the file.
o Click Save.
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To save your document in a different location:

¢ From the main menu, choose File > Save As.

e From the Save in drop-down list select the directory in which you want to save
the file.

¢ Click Save.

To save your document in a different file form at:
¢ From the main menu, choose File > Save As.

¢ From the Save as type drop-down list, select the type of file to which you want
to save your document.

e Click Save.

Quitting and Closing

Closing a file

e From the main menu, choose File = Close.
e If you have not saved the document, Word asks you whether or not you want to
save the file. If you want to save the file choose Yes, if not, choose No:

Microsoft Word |

! E Do wal wank ko save the changes to Documentd?

Yes Mo | Cancel |

Quitting or exiting Word
¢ From the main menu, choose File =/EXit.

e If you have not saved the document, Word asks you whether or not you want to
savenit. If you want\.to save the document cheeserYes, if not, choose|No.

Review Questions

How would you:

e Create a new document?

¢ Set page dimensions?

e Open an existing document?
o Close a document?

o EXit Microsoft Word?
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e Save afile?
e Save a file in a different location?

SAMPLE
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Word XP Interface

When you have completed this learning module you will have seen how to:

e Open a menu on the main menu

e Open a toolbar

¢ Set the margins in a document

e Open the Language bar

e Use the Office Assistant

e View your document in different views

e Open the Task Pane

e Open the Document Browser

¢ Split the window to show two different parts of a document at the same time

Word XP Workspace

Using the Editing window
e The Editing window is the default window for Word, and it is the window in
which you will do most of your word processing:
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The Editing Window includes:
e The page area, which enables you type, edit, and format your document.

e The Main Menu and the Toolbars across the top of the screen, which contain
all the commands necessary for running Word.
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Using the Main Menu

e The Word Main Menu displays all the Word menus. Each menu is a category of
Word commands, and when you choose the menu, the list of commands
appears:

File Edit “iew |nzert Fomat Tools Table 'Window Help

To run acommand:
e Click the desired menu.
e Place the mouse over the command, and click the desired command.

OR

¢ Click and hold the mouse button on the desired menu.

¢ With the button still down, navigate to the desired command and release the
mouse button.

Using the Standard toolbar

¢ The Standard toolbar contains buttons that let you access common Word
commands easily:

Dedst 8V | sBRaS v o

To view the Standard toolbar:
¢ From the main menu, choose View = Toolbars > Standard.

Using the Formatting toolbar

e The Formatting toolbar_contains buttons that let you easily apply common
formatting to your document:

By uleed Sy~ vl Tk 0 B 2R

To view the Form atting toolbar:
¢ From the‘main menu, choose View = Toolbars = Formatting.

Using the Horizontal Ruler

e The Horizontal Ruler appears at the top edge of your document. You can use it
to set margins, indentations and tabs in your document.

e The Horizontal Ruler has three indent indicators (one on the top of the ruler
and two on the bottom):

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



Page 21 — Microsoft Word XP - Foundation Level Manual

|E|---|-I“_/|-1---e---2---|---&---|

First Line Indent:

Y
First Line Indenk

Hanging Indent/Left Indent:

o R

Hanging Inu:lent| Left Indentl

Right Indent:

Right Indent

e |t also has tab indicators.

¢ To view the Horizontal Ruler, from the main menu, choose View > Ruler. A
checkmark appears beside the menu command when it is in view.

To set the width of your document:

o Place the mouse pointer on the left edge of the Horizontal Ruler. A bi-
directional arrow appears:

t to set.

Tomove atab:
e Choose a tab indicator and slide it to where you want to place the tab:

]

Using the Vertical Ruler
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When you view your document in Print Layout View, the Vertical Ruler
appears on the left side of the document. It extends the length of the current
page and shows you your vertical position on the page.

To view the Vertical Ruler, from the main menu, choose View = Ruler. A
checkmark appears beside the menu command when it is in view:

L

To set the length of your document:

Place the mouse pointer on the bottom edge of the Vertical Ruler. A bi-
directional arrow appears:

Clieck'and hold the maouse button whilefyou drag the arrow toswhere youswant
the end of the page. The ruler measures in inches.

Repeat the previous step for the top edge.

Using the Office Assistant

The Office Assistant is the animated paperclip character that appears on your
screen. The Office Assistant provides tips and suggestions for different tasks
you are performing. If you need information about Word or are unsure how to
do something, you can use the Office Assistant to find the information:
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r ]
What would you like to do?

e and

ype your question her

her click Search.

Cptions Search
L F

To turn on the Office Assistant:
e From the main menu, choose Help = Show the Office Assistant.

Note: Only if the Office Assistant is not already active.

To turn off the Office Assistant:
e From the main menu, choose Help = Hide the Office Assistant.

Note: Only if the Office Assistant is already active.

To use the Office Assistant:
o Click the Office Assistant and type your question in the box.

To choose an Assistant:

¢ Right-click the Default Paper Clip Assistant icon and select the Choose
Assistant command.

e From the Gallery tab, use the Next button to select one of the 8 animated
office assistants.

Using the View buttons

e The View buttons appear in the lower left corner of the Word window. They let
you see how your document looks in different formats.

e You can choose to view your document as follows:

Normal View basic view with no page layout indicators

Web Layout Miew as your 'document would appear in'a web browser
Print Layout View, as your document would appear/on a printed page
Outline View . shows the structure’ of your document:

A1V A=

Pa 9 Sec 2

To see your document in a particular view:
e Choose the corresponding View button

OR from the main menu, choose View > and the corresponding View
button:
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iew | Inset Fomat Tac
% Moarmal

Wwieb Layout

Print Layout

Outline

Tazk Pane
Toolbars 3
Buler

Document Map

o A<

Header and Footer
Footnotes

M arkup

O 5

Full Screen

£0om...

Using the Document Browser

¢ The Document Browser is located at the bottom of the vertical scroll bar. It

lets you navigate through your document by letting you move between different
elements.

e You can select the type of element you want the Document Browser to use:

F

want to WS¢
r, cho he

_pl Seleck Browse Object L

e From the available options, select the element for which you want to browse:
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B
{a}| el || ol || 3|5 O
- e o=@z}
Cancel %

To move through your document:

From the Document Browser, choose the up arrow to move backwards
through the different instances of the element you chose. Choose the down
arrow to move forward through the different instances of the element you
chose:

B

Prewvious Page

b

Mexk Page

Using the Task pane

The Task pane displays and organizes common Word tasks so you can access
them quickly:

& % Mew Document * X

Open a document
= Mare. .,

Mew

[ Blank Document
Blank. ‘Wweb Page
b Blank E-mail Message

z on Microsoft,

4 Add Mebwork Place. .

@ Microsoft YWiard Help
[w] Show at startup

To use the Task pane:
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e From the main menu, choose View > Task Pane. The Task pane opens on
the right side of the Word window.

e Use the Other Task Panes drop-down menu from New Document pane to
select a different Task Pane:

& & Mew Document %-(
Open a document
= Mare... (Other Task Panes
MNew
& New Document ﬂx
Mew Docurment
Clipboard
Search

Insert Clip Art
Styles and Formatking
Rewveal Formatting

Mail Merge

Translate

You can view the following panes:

¢ New Document pane - allows you to open and start new documents.

e Reveal Formatting pane - allows you to see the formatting applied to the
selected text.

e Styles and Formatting pane - allows you to apply predefined styles to text.

¢ Mail Merge pane - allows you to build a mailing or emailing list.

e Insert Clipart pane - allows you to choose an image to place in your document.
e _Clipboard paneg allows you to selectyite msgengthe,\Windows C lipboardgtogpaste

into your document.

s » Search pane/- allows you to search for other documents or for text in other
documents.

e, Translate pane-allows you totranslate selected words into other languages.

Usingthe Split'box

o The Split box is the small rectangle at the top of the vertical scroll bar on the
right of your document:

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



Page 27 — Microsoft Word XP - Foundation Level Manual

e The Split Box allows you to work in two parts of your document at the same
time.

Note: The Split Box feature will not be available if you have the Document
Map turned on.

To use the Split box:

e Place the mouse over the small Split box rectangle at the top of the vertical
scroll bar and click to see the Double-Headed Arrow:

el
+

¢ Click and drag the double-headed arrow the location where you want to the
screen to splitand release the button:

[] 1z 13 4 s AN S

To return to the single window :
o Double-click the split bar.

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



Page 28 — Microsoft Word XP - Foundation Level Manual

How would you:

Open a menu on the main menu?

Open a toolbar?

Set the margins in a document?

Open the Language toolbar?

Use the Office Assistant?

View your document in Outline View?

Open the Task Pane?

Open the Document Browser?

Split the window to show two different parts of a document at the same time?

SAMPLE
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Standard Toolbar

When you have completed this learning module you will have seen how to:
e Opena new and an existing document using the toolbar
e Save a document using the toolbar

e Convert your document into an email

e Search for other documents

e Print your document

e View the layout of your document

e Check spelling and grammar

o Copy, cut, and paste sections of your document

e Undo and redo actions

e Inserta drawing into your document

The Standard Toolbar

Using the Standard Toolbar

e The Standard toolbar contains buttons that let you access common Word
commands easily.

Using the New Blank Document button
e You can use the New Blank Document button to open a new document:

@@Eﬂﬂ

|r'-.lew Blank. Document |

o The New Blank Document'button appears on the left end of the Standard
toolbar.

Using the Open button
¢ You can use the Open button to open an existing document:

NEE o ®
WG
Open|

e The Open button appears next to the New Blank Document button.
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Using the Save button
e You can use the Save button to save your document:

i‘-ﬂ@

o If the file has already been saved, clicking Save on the toolbar replaces the
saved copy with the newest version.

e The Save button appears next to the Open button.

Using the E-mail button
e You can use the E-mail button to convert your document into an e-mail:

17

E-mail

e When you click the E-mail button, Word opens your document in an E-mail
Editing Window, with To, Cc, Bcc, Subject, and Introduction lines
appearing above your document:

il Document] - Microsoft Word

§E|h3 Echt Elew nzett  Format i’oofs: ;T-,.ginla .\._-w_ﬁr.'udnw Help x
DsHEn g o-~-BE0=sBE Y
%lNorma[ -||T'rmEsNewF|Uman r|| B I |§ == — =0 =
E|Fihal9hq'w]tharkup *|§h0w' | G D5 -5 | 2

E's'ElEendaCop” 0n - -§¢| L | v

1 1 1 2 1 3 [ q
i
s
-
:
- . ;
Page 1 Sec1 /1 A" in  Colt R o
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e The E-mail button appears next to the Save button.

Using the Search button
e You can use the Search option to look for documents containing specific text:

E%Iﬁﬁ?

Search

e For example, you could search your Reports directory for files containing the
word “company”:

BN E:E"aéin='5e’aruiﬂ-'r' b X

Search for:

Search bexk:

||:|I:|Iiviu:uus
I ie.aa’ch | | RES_tqfa_.‘
@ Search Tips. ..

Other Search Options:

Search in:

| Selected locations | _v.i

Results should be;

|Selected file bypes ITJ

Fast searching is currently disabled
Search options. ..

e The Search button appears next to the E-mail button.

¢ The Print button appears next to the Search button.

Using the Print Preview button
¢ You can use the Print Preview button to open the Preview window.
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e The Preview window allows you to see the full layout of one or more pages of
your document before you print it:

EINEEEY
'
Prink Preview

e The Print Preview button appears next to the Print button.

Using the Spelling and Grammar button

e You can use the Spelling and Grammar button to check your document for
spelling mistakes or grammar problems:

Spelling and Grammar: Englizh [U.5.]
Repeated Word; N
You-can-use-Go Tebto- move- directly to-a- page, a i’ Ignare Onice I
section,-a-line -a-footnote - an-endnote -a-table -and-
many- other-items.- Lrer«ill
=l Add o Hictionary: |
Suggestions:
1= Delete |
Delete Al |
_..I SutoEatect |
% EJ_ % clrllg E \’C'f Dickionary language: IEninsh s j
ki, ™ check grammar
- Options,.. | Wrda | Cancel |
Spelling and Grammar

e The Spelling and Grammar button appears next to the Print Preview button.

Using the Cut button

e You can use the Cut button to remove selected text from your document and
move it to the Office Clipboard:

25}»

e Select the text you want to move before clicking the button.
e The Cut button appears next to the Spelling and Grammar button.

Using the Copy button

e You can use the Copy button to make a copy of selected text and move it to the
Office Clipboard:
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% PR <
4

Copy|

¢ Select the text you want to move before clicking the button.
e The Copy button appears next to the Cut button.

Using the Paste button

e You can use the Paste button to place the contents of the Office Clipboard
into your document:

$ BES oo
Pastel

e Place your cursor in the location where you want to paste the Clipboard
content before clicking the button.

o The Paste button appears next to the Copy button.

Using the Format Painter button

e You can use the Format Painter button to paste the formatting from one
element in your document over another.

o Select the text with the format you want to copy and click the Format Painter
button:

$ B REY - o
by
Forrnat Painker

¢ Then'select the text to which you want to apply the format. When you let go of
the mouse button, Word pastes the/format on the text.

o “The Format/Painter button appears next to thegPaste button.

Usigthe Undo button

e You can use the Undo button to return to the state of your document before
your last action:

(11111}
i
A

el

J Ple- e BOE
Unda Typing
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You can click the Undo button multiple times to move sequentially back through
your actions.

You can also select the undo drop-down list and scroll to the undo and click the
mouse button:

Insert Table

Insert Table —
Insert Table
Insert Table
Insert Table ﬂ

Undao 1 Ackion

The Undo button appears next to the Format Painter button.

Using the Redo button

You can use the Redo button to return to the state of your document before you
used the Undo button:

> Rle B0
Redo Tvping

#

You can click the Redo button multiple times to move sequentially forward
through the actions that were undone.

You can also select the redo drop-down list and scroll to the desired redo and
click the mouse button:

Using the Insert Hyperlink button

You can use the Insert Hyperlink button to add a link to a web site to your
document:

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



Page 35 — Microsoft Word XP - Foundation Level Manual

&

oo BP0
by
Insert Hyperlink,

e Place the cursor where you want to add the link before clicking the button.
e The Insert Hyperlink button appears next to the Redo button.

Using the Tables and Borders button

e You can use the Tables and Borders button to create, place and edit tables in
your document:

e ==
g

Tables and Borders |

e The Tables and Borders button opens the Tables and Borders toolbar:

Tables and Borders v X
_;?Q|—v 1,-37£v ]~ &~

O-F@EEFFm Ak 2l i =

¢ The Tables and Borders button appears next to the Insert Hyperlink button.

Using the Insert Table button
e You can use the Insert Table button to place a basic table in your document:

that lets you
nk before clicki bu

The Insert Table button appears next to the Tables and Borders button.

Using the Insert Microsoft Excel Spreadsheet button

e You can use the Insert Microsoft Excel Spreadsheet button to add a
Microsoft Excel spreadsheet to your document:
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B T 1zt -

g@@z
3

Insert Microsaft Excel 'u'u'u:urksheet|

e When you click the Insert Microsoft Excel Spreadsheet button, a box opens
that lets you select the number of columns and rows you want in your
spreadsheet:

EB|= & 8 1 e

3 x 4 Spreadshest

o Place the cursor where you want to add the link before clicking the button:

A

1 |
]

2

B |

L]

o

[TLRERRRAT LRRELTEN

< v v Sheett, 4] |

e The Insert Microsoft Excel Spreadsheet button appears next to the Insert Table
button.

Using the Columns button

e You can use the Columns button to place the content of your document in
columns:

g

. When you click the Columns button, a box/opens that lets you select the
number of columns you want.

o The Columns button appears next to the Insert Microsoft Excel Spreadsheet
button.

Using the Drawing button

e You can use the Drawing button to create, place and edit drawings in your
document:
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Al

The Drawing button opens the Drawing toolbar at the bottom of the
document:

Page 1 Sec 1 1/1 ak 1" Ln Col 1 REC TRK EX #

The Drawing button appears next to the Columns button.

Using the Document Map button

You can use the Document Map button to open the Document Map pane:

= 4

The Document Map pane shows a hierarchical view of your document
headings:

iz Word_2002_Foundation_manual - Microsoft Word

File  Edit “iew |nzert Fomat  Toolz  Table ‘Window Help x
D2EHam R < »-o- afORsE=S @D 2
- Bulleted, Symbn ~ | Arial 105l B F .E I=-IEE A - 2
- Final Showing Markup = Shows | & B &k« 2k 0 = |2 | [E]

What is Yord buttont
@ =]
Review Cuesti S T

EIntdeuctlunh:r\j EE g o --.---3|--.;|

+~
Create a Mew = =
Opening and & .

Shord 2002 Tnter m * =+ The Drawing-button-opens-the-Dra
Word 2002w | document.+ —

Review Questi st
Dysei= [ AgtcShapes = w O
| pove 1 [ 1
- T
L | [ #— The Drawing-button-appe ars-next-
1 HY /R B
{ Using-the: s+ ‘fou/can-usethe: Document:Map b
Document: pane. s« :

I | Map-buttonz

«
= LT

Review CQuesti
BlBasic Document

Lising the Mew

e - The Document-Map pane shows :
headings. T

e - ‘fou-can-navigate- through - your dcn: t

(=)
Crasting E-ma = o« + The-Document-Map hutton: appear¥

: : I 7] 3|

Sec 3 /30 At 59" Ln Col 1 REC TRK EXT O »

Page 21

You can navigate through your document by clicking the headings.
The Document Map button appears next to the Drawing button.
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Using the Show and Hide Paragraph Marks button

e You canuse the Show and Hide Paragraph Marks button to show or hide the
paragraph markers in your document:

|@ﬁmnz -2,

e Paragraph marks indicate where a paragraph ends.

e The Show and Hide Paragraph Marks button appears next to the Document Map
button.

Using the Zoom button

e You can use the Zoom button to increase or decrease the size of your view of
your document:

[ G-

e The Zoom button appears next to the Show and Hide Paragraph Marks
button.

Using the Help button
e Use the Help button to open the Microsoft Word XP Help file:

0z - @,

e The Help file contains information on how to use Microsoft Word:

SAMPLE
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Microsoft Word Help
(1] =5 &= = S H-
Contents  &nswer Wizard | ndes | Turn on or off
What waould yau like ko da? drgg—and—dmp
sl el eis ol editing
Tvpe wour question here and then click Search, 1. ©Onthe Tools
meni, click
Options, and
CEt then click the
| iy

Select bapic ta display: 2, Select or clear
the Drag-and-
drop text
editing check
b,

Search onweb |

e The Help button appears next to the Zoom button.

Review Questions

How would you:

e Open a new document?

e Open an existing document?

e Save your document?

¢ Send your document as an email?
e Search other documents?

se in your

another section?
e Undo your last action?
¢ Inserta drawing into your document?
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Formatting Toolbar

When you have completed this learning module you will have seen how to:
e Apply a predefined style to your document

e Change the font

¢ Bold, italicize, and underline text

e Left align, center, right align, and justify text
o Increase the space between lines of text

e Add numbers and bullets to paragraphs

e Increase or decrease the indentation of a line
e Add a border to text

¢ Highlight text

e Change the color of text

The Formatting Toolbar

Using the Formatting Toolbar

¢ The Formatting toolbar contains buttons that let you easily apply common
formatting to your document.

Using the Styles and Formatting button

e You can use the Styles and Formatting button to open the Styles and
Formatting pane:

@ulleted, S yrnbe 8| Avial =

e  The Styles and Formatting pane contains/ a list of predefined styles that you
camapply tojyour document.

o The Styles/andiFormatting button is the first button on the Formatting
Toolbar.

Using the Style button
e You can use the Styles button to access a drop-down list of predefined styles:

- 4 |Bulleted, Symb{ x| Arial -

e The Styles button appears next to the Styles and Formatting button.
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Using the Font list
e You can use the Font button to access a drop-down list of fonts:

- Bulleted, Symb - | Avial | "\l
I

L a— LS
% Lucida 5a

% Abadi MT Condensed Extra Bold
T Abadi MT Condensed

% Abadi MT Condensed Extra Bold
T Abadi MT Condensed Light

T ALGERIAN

T Alnanac MT Olﬂ [}p}‘ﬁi‘j ﬁi%::}dﬂ
T crrerican cncial

i Andy

H Arial

T Arial Black

B Arial Marrow =

Ll

e To apply a font to selected text, choose the font from the list.
o The Font button appears next to the Style button.

Using the Font Size button

e You can use the Font Size list to customize the size of text by selecting the text
and then choosing a size from the list:

e The Font Size button appears next to the Font button.

Using the Bold button
e You can use the Bold button to bold text in your document:
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¢ To make text appear bold, select the text and click the Bold button.
e The Bold button appears next to the Font Size button.

Using the Italic button
e You can use the Italic button to italicize text in your document:

B@ﬂ

e To make text appear in italics, select the text and click the Italic button.
o The Italic button appears next to the Bold button.

Using the Underline button
e You can use the Underline button to underline text in your document:

Bf@

e To underline text, select the text and click the Underline button.
e The Underline button appears next to the Italic button.

Using the Align Left button
e You can use the Align Left button to align your text with the left margin:

%

e  The Align Left button aligns all text from the line in which the cursor lis placed.
o “AlignLeft is the default setting.
o, The Align Left button appears next to the Underline button.

Using the Center button

e You can use the Center button to center your text from right to left.
o The Center button centers all text from the line in which the cursor is placed:

e To return to the default alignment, click the Center button again.
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e The Center button appears next to the Align Left button.

Using the Align Right button
e You can use the Align Right button to align your text with the right margin:

E=E

e The Align Right button aligns all text from the line in which the cursor is
placed.

e To return to the default alignment, click the Align Right button again.

¢ The Align Right button appears next to the Center button.

Using the Justify button

e You can use the Justify button to align the text with both the right and left
margins:

El= =]

e Word justifies the text by adding extra spacing within the line.
e The Justify button appears next to the Align Right button.

Using the Line Spacing button

e You can use the Line Spacing button to increase or decrease the spacing
between different lines of text in you document:

¢ »To change the spacing between lines of text, select the text and choose the
spacing size/you want.
e, The Line Spacing hutton appears next to the Justify button.

(Tl
]
1
1

Using the Numbering button
e You can use the Numbering button to number paragraphs in your document:

e To apply numbers to paragraphs, select the paragraphs and click the
Numbering button.
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e The Numbering button appears next to the Line Spacing button.

Using the Bullets button

e You can use the Bullets button to add a bullet symbol at the beginning of a
paragraph:

=+
I
4
[T
Il
ard
{m
Tha)
g

e To apply bullets to paragraphs, select the paragraphs and click the Bullets
button.
o The Bullets button appears next to the Numbering button.

Using the Decrease Indent button
e You can use the Decrease Indent button to make a line’s indentation smaller:

o To decrease the indentation of a line, place your cursor on the line to which you
want to decrease the indent, and click Decrease Indent. The line’s indentation
decreases by half an inch.

o The Decrease Indent button appears next to the Bullets button.

Using the Increase Indent button

e You can use the Increase Indent button to make the size of a line’s
indentation larger:

e To increase/thejindentation of a line, place your cursor on the line to which you
want to apply the indent, and click Increase Indent. The line indents by half
an inch.

e The Increase Indent button appears next to the Decrease Indent button.

Using the Borders button

e You can use the Borders button to add borders to selected text.

o Click the arrow beside the Border button to choose the type of border you want
to apply:
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BR#-4A-.

e The Borders button appears next to the Decrease Indent button.

To apply a border:

e Select the text you want to surround.
e Choose the arrow beside the Border button and select the border you want to
apply.

Using the Highlight button
e You can use the Highlight button to highlight text and draw attention to it:

0-[ZA- -

To highlight text, select the text and then click the Highlight button.

To change the color of the highlight, choose the arrow beside the Highlight
button and select the color you want:

@ A - .
MHone

m §=§ ¥ |

EEEEN

EEEON

e The Highlight button appears next to the Borders button.

Font r butt
You can use t Co utton an of text in you
ent:
[ == .

o Select the text to which you want to apply the color and click the Font Color
button:
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bare Colors. .

To change the font color you want to apply, choose the arrow beside the Font
Color button and select the color you want.

The Font Color button appears next to the Highlight button.

Review Questions

How would you:
Access the Styles list?

Change the font?
Bold text?

Align text with the right margin?
Increase the space between lines of text?
Number paragraphs?

Increase the indentation of a line?

Add a border to text?

Highlight text?

Change the color selected text?

SAMPLE
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When you have completed this learning module you will have seen how to:

Apply levels of formatting

Use the Reveal Formatting Task Pane
Change the font characteristics
Animate text

Set default font formats

Align paragraphs

Create paragraph indentations

Set tab stops

Remove tabs

Change the default tab stops

Formatting

Using basic formatting

If you want to format small selections of text without being concerned about
reusing formatting consistently, you can use the basic formatting tools in
Word. These tools include the Formatting Toolbar, the Font dialog box, and
the Paragraph dialog box.

To apply basic formatting to text, first you need to select the text.
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You can access the Font and Paragraph dialog boxes from the Format menu:

Fﬁnat Toolz Table wWindow
A

Font...

=7 Paragraph...

i=  Bullets and Mumbering. ..
Borders and Shading. ..

2 Columns..

Tabs...

Uﬂ Text Directian...
Change Caze...

B ackground 3

R &

Theme...

Frames 3
AutoFarmat...

Styles and Farmatting...

Reveal Formatting...

11:5,;} ,(B:" |h§‘ @“

Using levels of formatting

Word lets you format a paragraph or section and then apply different
formatting to items within the paragraph or section.

Example: You can italicize an entire paragraph and then bold the first word.
The entire paragraph will appear italicized and the first word will appear both
rtalicized and bold.

When applying levels of formatting, apply you're formatting from the biggest
levelto,the Smallest level: Apply formatting to sections, then paragraph, then
words, then letters.

Using the Reveal Formatting Task Pane

The Reveal Formatting Task Pane shows you the formatting applied to the
selected text.

This is useful if you decide you want to duplicate the formatting on another
selection of text, or if the text doesn’t look the way you want it to and you want
to see what formats are applied.
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To view the Reveal Formatting Task Pane:

e Select the text for which you want to see the formatting.
e From the main menu, choose Format > Reveal Formatting:

@ & Reveal Fomatting * X

Selected tert

fehhig

[] Compare ko anokher selection

Formatting of selected text

=l Font ﬂ
Fank:

(Default) Times Mew Foman

17 pt
Lanquage:

English (.53

ElParagraph

alignrment
Left

Indenkakion:
Left: 0"
Right: 0"

Dptions

[ Distinguish style source
[wl Show all Farmatting marks

To change an element:
e Click the blue hypertext and specify the new setting.

Femtformatting B A IEn B ]

Using“Font Formatting

e Use Font Formatting to apply a/customized look to specific characters, words
o text strings, without changing the rest of the text in the paragraph.

e Using the Font dialog box, you can change the font, font size, and font style, as
well as underline text, changes the color and the spacing between letters. You
can even animate text.

To open the Font dialog box:
¢ From the main menu, choose Format > Font.
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Selecting fonts and sizes

e In the Font dialog box you can select the type of font and the size of font you
want for your text selection.

e Selecting a different font and size can help attract attention to an item or
decrease its saliency.

To change the font and font size:
e From the main menu, choose Format = Font.

e In the Fontdialog box, select the font you want to use from the Font list and a
size from the Font Size list:

Font [ 7]
Fonk I Character Spacing I Text Effects |
Eonk; Font skyle: Size:
lReguIar 10
E -
Italic 9
Bold
arial Rounded MT Bold Biold Italic 11
Arial Unicade MS =l = e =

e The Preview box shows you your selected text with the new format before
you apply it.
e Click OK.

Selecting font styles, underlining, color, and text effects

e You can also use the options in the Font dialog box to further customize the
look of the font you selected.

e You can change the style of the font or the color of the font. You can also
underxline the/text selection and apply different teXteffects to it.

Toyapply font styles and\colors andito underline and apply text effects:
e From the main_menu, choose Format/= Font.

e In the Font dialog box, select the style you want to apply to the font from the
Font'Style list. You'can apply ‘bold, italic or both to the fent:

Font skyle:

IReguIar

¢ If you want to change the font color, select the color from the Font Color list.
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e If youwant to underline the text, select the style of underline from the

Underline style list.

¢ If you want to apply any text effects, select them from the Effects options:

Faonk colar: nderling skyle: Inderline colar:
I Aukarnatic j Il{nn:nne]l j | Automatic j
Effects
[ Strikethrough [ shadow [ Small caps
[" Double skrikethrough [ outline [ allcaps
[ Superscript [~ Emboss [ Hidden
[ subscript [ Engrave
e Click OK.

Creating character spacing

¢ If you want to increase or decrease the space a character takes up and spacing
around the character, you can use the Character Spacing tab in the Font

dialog box.

e The options on the Character Spacing tab let you scale (stretch or shrink) a
character, add space around it, position it higher or lower than the other
characters, and change the kerning of letters (increases or decreases the
spacing between specific pairs of letters which depends on the pair):

Font

Character Spacing | Text Effects I

(oo T

INDrmaI

Fonk

Scale:

Spacing: Ey: I

iiiition:
| Keri

=

INDrmaI

for fonks:

[ 7]%]

Preview

Arial

This iz a TrueType Font, This font will be used on both printer and screen.

Default. . | (6] 4 I

Cancel

To create character spacing:

¢ From the main menu, choose Format = Font.
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In the Font dialog box, select the Character Spacing tab.

If you want to scale a character, select the percentage by which you want to
scale it from the Scale list.

If you want to increase or decrease the spacing around a character, select
the type of spacing you want from the Spacing list and then specify a point
size.

If you want to change the position the character, select the type of positioning
you want from the Position list and then specify a point size.

If you want to change the kerning, select the Kerning for fonts check box and
then specify the smallest point size for which you want to apply kerning using
the Points and above list.

Click OK.

Animating text

If you want to animate your text in some way (make it blink, shimmer, sparkle,
etc.) you can use the Text Effect tab of the Fonts dialog box:

Font E

Fonk |Cha[acter Spacing

Animations:

{none)

Elinking Background
Las Veqgas Lights
Marching Black Ants
Marching Red Ants
Shirnmmer

Sparkle Text

Prewview

To anim ate text:

From the main menu, choose Format > Font.

In the Font dialog box, select Text Effects tab.
Select the type of animation you want to apply.
Click OK.
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Setting font formats as default

e If youintend to use the font style you created all the time, you can set it as the
default.

To set the fontformat as default:

From the main menu, choose Format > Font.

In the Font dialog box, customize your font.

Click Default then press Yes on the message box that appears.
Click OK.

Note: When you change the default settings, you change the font settings for
new documents, not existing ones.

Paragraph Formatting

Using paragraph alignment

e When formatting a paragraph, you should first decide how you want to align the
text.

e Aligning text to the left means that each line of text starts at the left margin.

¢ Aligning text to the right means that each line of text starts at the right
margin.

e Aligning text in the center means the center of each line is at the center of the
page.

o Justifying text means the text of each character in each line are spread out so
the paragraph aligns with both the left and right margins.

To aligh a paragraph:

o« Putyour cursor in the paragraph you'want to format:

e From the main menu, choose Format = Paragraph.

o« _From, the Alighment list, select the type of alignment you want:

aeneral

nk:

e Click OK.

Creating Indented Text

e If you do not want all paragraphs to align with a margin, you can use the
Indentation options to indent the text.
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To further customize the indentation of the paragraph, you can also set the
following special indentation types:

None - Indents every line in the paragraph.
Firstline - Indents the first line.
Hanging - Indents every line except the first.

indent text:
Put your cursor in the paragraph you want to format.
From the main menu, choose Format > Paragraph.

In the Indentation section, specify the indentation from the left margin and
from the right margin using the corresponding lists:

Indentation

Left: ID" 3‘ Special: By

Right: 0" = IHanging j Jo.2=5" -

If you want to use one of the special indentation styles, select the style from
the Special list and then specify the size of the special indent using the By: list.

Click OK.

Creating Paragraph spacing

In many instances you will want to change the amount of spacing between
lines in a paragraph or between paragraphs.

You can use the spacing options in the Paragraph dialog box to change these
characteristics:

Spacing
e Iﬂ
.C'.FI:Q‘ Eﬁ
ﬂadd sﬂparag

Toehange the'spacing:

Put your cursor in the paragraph you want to format.

From the main menu, choose Format = Paragraph.

In the Spacing section, use the Before list to specify the space above a
paragraph.

Use the After list to specify the space after paragraphs.

Use the Line spacing lists to specify the space between lines. You can set a
standard spacing that is based on line size, or you can specify a particular point
size.
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Click OK.

Setting tabs

You can use the Tabs dialog box to create tab stops along a horizontal line of
text:

Tabs HE
Tab stop position: Defaulk tab stops:
| 5 E
= Tah stops to be cleared:
=
Alignment
" Lefr ™ Center ™ Right
™ Decimal i~ Bar
Leader
i+ 1 Mone L — i ——
.
Sek I lear I Clear all |
Qi I Cancel |
To set tabs:

From the main menu, choose Format = Tabs.

In the Tab stop position box, type the distance that you want the tab to move
the cursor. Tabs are set in inches.

From the Alignment section, specify the position from which you want text to
continue. Left places all additional teXt'to the'rightof thetab. Center'centers
text fram the tab stop position. Right places all additional text to the [left of the
tab. Decimal aligns all text at the decimal point. Bar creates a bar at the tab
point fer dividing text.

If youwant to add a leader, select the leader style.

€ lick«OK.

Removing tabs

You can easily remove tabs if you no longer need them.

To remove tabs:
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¢ From main menu, choose Format > Tabs:

Formak | Tools  Table  Window

A Fort...
=1 Paragraph...

:—  Bullets and Numbering. ..

Borders and Shading. ..

== Columns...

e In the Tab stop position box, select the tab you want to remove:

Tab stop position;

N

e Click Clear.
e Click OK.

Changing the default tab stops

e Word sets default tab stops every 0.5 inches. However, if this setting is not
convenient, you can change it.

To set the default tab stops:
¢ From the main menu, choose Format > Tabs:

Borders and shading. ..

== Columns...

o From the Default tab stops list, select the distance, in inches, between each
tab:
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e Click OK.

How would you:

o Apply levels of formatting?

e Open the Reveal Formatting Task Pane?
e Change the font size?

e Change the color of the font?
¢ Underline the font style?

¢ Animate text?

e Set default font formats?

o Align a paragraph?

e Indent a paragraph?

e Set tab stops?

e Remove tabs?

e Change the default tab stops?

SAMPLE
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When you have completed this learning module you will have seen how to:

Create sections in your document

Change the margins in your document

Set the page orientation

Create a gutter

Customize your document for working with and printing multiple pages
Change the default page settings

Specify the paper size

Specify the tray on the printer from which to print
Create a layout for your page

Create headers and footers

Apply bullets to paragraphs

Apply numbering to paragraphs

Create a border on a page or around a selection of text
Apply shading to selected text

Page Setup Features

Working with Sections

By default, when you format a page, including setting the margins, the paper
size, and the orientation of the page, the settings apply to the entire document.
If you want to format separate parts of your document differently, you can
divide the document into sections.

After you create your sections, you can use the Page Setup options to format
each section differently.

Toereate asection:
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¢ From the main menu, choose Insert > Break:

Break types
% page break
 Combreak
;ﬁ.':'l':ex-‘t}w__appﬁég break

Section break types
r' Next page
€ Continuaus
© Evenpage

_]TI Cancel [

e From the Section break types list, select the type of section break you want.
You can select from Next page (starts the new section at the top of the next
page), Continuous (starts the new section at the cursor position), Even page
(starts the new section on the next even page), and Odd page (starts the new
section on the next odd page).

Note: You can copy and paste section breaks if you want to apply the same
page formatting to another section. When pasting a section break, paste the
section break at the end of the text that you want to make a section. The
formatting of the section applies to the text above the break.

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

m
A complete library of quality training courses ﬂ@ ’ ’0.3

Includes Windows 7 and Office 2010 Courseware j E \

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

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

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

The'mostcost effectiveicoursew aressolution foryour IT
fraining needs. Get ALL our courses, and all new courses WEb Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library',
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