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Templates

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

e Access Library Templates

o Access Microsoft Templates

e Use the Normal Template

o Create a Template from an Existing Document
o Create a Template from an Existing Template
¢ Modify a Template

e Use a Global Template

e Use Styles

o Create Styles

e Apply Styles

o Modify Styles

e Organize Styles

Create a Template

Using Templates

o A template sets what text, formatting and graphics will automatically appear in
the new document. The template is a base pattern of content for a document.

Templates can be created for expense reports, status reports — any document
that is used repetitively.

Templates noenly savegyou time, they allewsforga,custom editing
environment, store tools to edit a document effectively, store Styles, store
automated macro procedures, and store AutoText bojlerplate text.

Aecessing Library Templates
¢ The built-in Template Library gives you access to more than 40 preset
templates from within Word.

e From the main menu, choose File = New to open the New Document pane,
and click on General Templates to open the Templates dialog box:
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Templates HE
Publications I Reports I ‘Weh Pages
General | Legal Pleadings I Letters & Faxes I Iail Merge I Memos I Other Documents
A
S —Preview
‘Web Page E-mail
Message

Preview not available,

Create hew
[F Cocument ¢ Template
K I Cancel |

e The various template tabs allow you to select and use templates to create
Letters, Faxes and Memos, do a Mail Merge, etc.

e Most of the templates have built-in directions that cover where to enter
information.

Accessing Microsoft Templates

e There are other templates available from the Microsoft.com Website.

e From the main menu, choose File = New to open the New Document pane,
and click on Templates on Microsoft.com to link to the Microsoft Office
Template Gallery through your Web browser:

4} bup: //olfice microsoft. com/ea/T emplate allery/ ?DPC={90280409-6000-11D 3-8CFE-0050048383CA}&DCC= - Mictosolt Int... M= I

Eile Edt VYiew Fawoites Tool: Hep -
@ oo, @ [ W a4 @ @& @ | B 9 g
Back ForiEs Stop Refrezh Home: Search  Favoites  Meda Hstony Mail Frirk Edit

Agdress [ 18] hitg: olfice. mierosoh corm/ea/T enpleteCistery, 20 PL={90280409-6000-11D3-BCFE-00S004E383C 3O CC={BE4EFEFA 0973 @B | Links

Offig8\Templafes [ recdoa

Difice T emplates|

Browse by Category

4% Business (43)
) +%+ Employment { 12

£ V. Federal & Protinelal Forme (12 )

Hobbies and Leistre [ 14%

Legal (6)

Marketing { 23 ) i =
1|

4]

¢ Browse the template categories to locate the required template. Categories vary
from Marketing to Publications and Education.

o For a preview of the template, click on the name of the template, or click on Go
to Preview.
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e When you access the site for the first time, a Microsoft Security Warning
dialog box will ask your permission to install and run Microsoft Office
Templates:

Security Warning x|

Do pou want o inztall and ron “Microgoft Qffice
Templates" signed on 7/16/01 5:27 PM and distributed by:

Microzoft Corporation

Publisher authenticity verified by Microsoft Code Signing
PCA

Caution; Microzoft Corporation azzerts that thiz content is
zafe. rou should only inztallvies this content if pau st
ticrozoft Corporation to make that azzertion.

™ Always trust content from Microzoft Corporation

HMaore Info |

o Choose Yes, and then the template can be previewed in the browser window.
To open the template:

e Click on the Edit in Microsoft Word button in the browser preview pane:

Office Templates

Back ta: Office Templates - Marketing

Brochure for an event with Accessory theme.
Provided by: Microsoft Corporation

4 Edit in Mic ft ward

BN Luedwo)

ew or ocument.

required.

Using the Normal Template

e The most basic template (and the first choice when launching Word) is the
Normal template, or Normal.dot file.
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e This template does not have any text or pictures stored within it, but it does
store any new Styles, AutoText entries or Macros that have been created in
past documents.

Creating a Template from an existing document

¢ When you create a new document, you may realize that it could be useful for

a different client or project at a later date. At this point, you can create a
template based on this existing document.

To create a Template from an existing document:
e Make sure that the document opens.

¢ Edit the document to remove any client or project-specific data that should not
be carried over into the template.

¢ Confirm that all Styles, AutoText Entries, Macros, toolbars or keyboard
shortcuts are set up correctly.

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

Save As HE
Save in: I_] Templates j & - @ i ~ Tools ~
E]Normal

—~ E
€

History

=%
i
My Documenkts

File name: i
wieb Sawve as bypsi By

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

o Name the/new template in the File name field.

¢ To have the template appear in the General tab of the Templates dialog box,
just click Save. To have the template show in a different tab, double-click on
the applicable folder and click Save.

Selecting a Template from the Templates dialog box

e In instances where you do not know how to create a template, but Word may
have the appropriate template, use the Templates dialog box.

FOR USE AT THE LICENSED SITE(S) ONLY
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To select a Template from the Templates dialog box:
e From the main menu, choose File = New to open the New Document panel
e Click on General Templates to open the Templates dialog box.

o Select the required template. The Preview area will show a thumbnail image of
the template.

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

—Preview

—Creake MNew

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

o The new template will open. Make any adjustments if needed, and save with a
different name under a different folder.

Modifying a Template
e The templates in the Template Library and on the Microsoft.com Website

cannot be altered until they have been saved in an alternate folder on the hard
drive with a different names

e Once'saved, open the template, and'make any alterations required.

To save am odified Template:

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

e Confirm that Document Template is selected in the Save as type field.

¢ Once all selections are set and confirmed, click Save.

Using Global Templates

e The Style and settings in a Global Template are available for use in any and
all open documents. Normal is the primary Global template, but other global
templates can be added.

FOR USE AT THE LICENSED SITE(S) ONLY
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Create a Global template when third-party macros need to be available to all
documents, but you don't want to have to copy the macros into the Normal.dot

template.
OR

Create a Global template when a set of macros, Styles or AutoText entries
need to be available for use in all documents within one session, but don't need
to be available for all sessions.

Note: This is useful when editing invoices only once a week.
The global template can be used for that specific time, without having

unnecessary tools and macros being in the way within the Normal.dot
template.

Styles

Using Styles

A Style is a variety of formats that can be set at the same time to one or more
paragraphs, or characters.

Instead of applying formats one-at-a-time through the toolbar button,
keyboard shortcuts or dialog box, select a Style and Word will apply it to all
formatting automatically.

Styles are connected to templates, since a template creates a pattern for a
document that contains not only Styles, but also text, graphics and other
automated tools.

There are twag different Styles: Paragraph Styles and Character Styles.

Paragraph/Styles allow you to contral the format of a whole paragraph. Any
manual formatting that happens to a paragraph can be applied as a Paragraph

Style.

The features found in the following dialog boxes can be added to a Paragraph
Style: the Font dialog box, the Paragraph dialog box, the Tabs dialog box, the
Borders and Shading dialog box, the Set Language dialog box and the
Bullets and Numbering dialog box.

Character Styles allow you to control the format of only base characters, like
attributes of a company name, or address in a template. Character Styles can

FOR USE AT THE LICENSED SITE(S) ONLY
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only be applied from the Font dialog box, Borders and Shading dialog box and
the Set Language dialog box.

Creating Paragraph Styles

¢ Format the area of text, and select the text.

o If not already open, from the main menu, choose View > Toolbars >
Formatting to open the Formatting toolbar at the top of the document.
¢ Click inside the Style drop-down menu in the Formatting toolbar:

e The Style currently named in the field will be highlighted.
Enter a new Style name in the Style field, and press Enter.

Creating a Paragraph Style from the New Style dialog box
e Select an area of text that the new Style will be based upon.
e From the main menu, choose Format = Styles and Formatting.

o At the top of the Styles and Formatting pane, click the New Style button to
open the New Style dialog box:

Hew Style EHE
Properties
Marne: %
Skyle bype: IF‘aragraph j
Style based on: I 1l List Bullet 2 j
Style For Following paragraph: I 1 Stylel j
Farrmatking
Timnes Mew Rarman j |12 j | B 7 U A~

i - = = ==
= | ]

muph 'ovio
“Twioam JETRERY NI gk Frevie
Sacdipd e Tesr Sacopds TRAT Tadeds Text Sadyde Toxt Sadipde TRAT Sacyds Text
Eaciyde TenT Sadiyde TewT Saoyde Tert Sadyie TERT Sadieda TexT Sl 2
Tart Sadipd s TR Saoopds TIAT Sactyds Text Sadeda Toxt Sadopd T2xT
Zaple Text Zasyle Texr Zakyple Text Sadygle TexT
sarg P

g P re Par Felie
wre Fu

ey

RARAAR
EEERER

I add ta kemplate I automatically update
Format - | Ok I Cancel I

e Enter a name for the new Style in the Name field.

e From the Style type drop-down menu, select the type of Style being created:
Paragraph, Character, Table or List.
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e Apply any additional formatting as required, from font to line spacing.
o Click OK.

Applying Styles

To apply an existing Style from the Styles and Formatting pane:

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

< Styles and Formatting ~ X

Formatting of selected text

Normal + Bold

| Select All ‘ | Mew Skyle |

Pick formatting to apply

1. List Mumb ﬂd

1. List Mun 1

MWessage Heade 1

=
Marrmal 1

Normal (Web) 1

Marmal Indent “Ll

Show: [ Al stvles E

¢ In the Pick formatting to apply area you can scroll through various Styles.
Either select a Style, or select All Styles from the Show drop-down menu to
find“a Style not listed.

To apply multiple/Styles at the same time:
e The AutoFormadt,feature| will'apply built-in Styles, allowing you to write a
document without having to pause to apply independent Styles.

¢ _From the main menu; choose Format = AutoFormat to gpéen the ’/AutoFormat
dialog box, and select the Options button:
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AutoFormat
ward will aukomatically Farmak

“word_2002_Intermediate_manual®,

& nutoFormat now
" nutoFaormat and review each change

Please seleck a document bype ko help improve the
fFormatking process:

General dacurnent j

(] 4 | Cancel

¢ This will open the AutoCorrect dialog box:

AutoCorrect E
AutoCarreck | AukoFormat As You Type
AutoText AutoFormat % | Smark Tags
Apply
V¥ Euilt-in Heading styles W aukomatic bulleted lisks
IV Lisk skyles W Other paragraph styles
Replace

W "Straight quates" with “smark quotes®

W Ordinals (15t} with superscripk

W Eractions {172} with Fraction character {14)
¥ Hyphens {--1 with dash (—)

¥ *Bold* and _jtalic_ with real Formatting

W Internet and netwaork paths with hyperlinks

(0]9 I Cancel |

e Select the AutoFormat tab.

o From the Apply options, select the type of Style that Word will be applying to
the document: Built-in Heading Styles, List Styles, Automatic bulleted
lists or Other Paragraph Styles.
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e From the Replace options, select which typing Styles will replace the manual
typing in the document.

e Click OK.

Modifying Styles

To quickly alter a Style:

e Alter and rearrange the applicable text, setting the new format.

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

¢ In the Styles and Formatting pane, select the original Style name.

¢ Right-click on the name and from the pop-up menu, select Update to Match
Selection.

To alter a Style with the Modify Style dialog box:

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

e Select a Style to be modified from the Pick formatting to apply area, right-
click over the Style name, or click on the arrow to the right of the Style name.

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

Pick formatting to apply

Clear Formatting -l
Heading 1
Heading 2 1
Heading 3

Ipdateta Match Selection
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e This will open the Modify Style dialog box:

Modify Style EHE

Properties

Tame: Mormal

Shwle bype: IF‘aragraph

[
Style based on: I (na style) j
[

Skyle For Following paragraph: I 11 Marrnal
Faormnatting
|TimesNewRDman j |12 j| B 7 U |ﬂ -

I
1]
i
Il
]
Il
Il
++
]
+
1l
[Tl
]
Thatl
"

Zasypde Te st Sacpde Tt Sasaple Tewt Sacpde Text Sample Text Sasple Text
Sayple Te st Sacapde Tart Saaple Tewt Sadapde Text Sample Text Sasle Teat
Sauple Test Sacapde Tart Saaple Tewt Sadapde Text Sample Text Sadgle Teat
Sapde Te st Saopde Tewt Samaple Text

Font: {Default) Times Mew Roman, 12 pt, English {U.5.), Left, Line
spacing: single, Widow/Orphan control

[ Add to kemplate [ Automatically update

Formakt - | Ik I Zancel |

e The selected Style name will appear in the Name field, the settings for the Style
are listed within the Description area, and the appearance of the Style in the
documents can be seen in the Preview area.

o When a Style is altered, the alteration is applied throughout the existing
document wherever the Style was used. If the altered Style is added to a
template, all new, documents based onithe templates,will contain the change:

To,have the Style/alteration be applied immediate ly:
e Save the template that the Style was altered in.
¢ Open a document that is set from' the template with the altered Styles.

¢ Frem'the main menu, choose Tools > Templates and Add=lnsste opensthe
Templates and Add-Ins dialog box:
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Templates and Add-inz EH

Document template

Hormal attach. .. |
[ automatically update c!u:u:ument shyles [% Linked C55... |
[T attach ko all new e-mail messages

Global kemplates and add-ins
Checked items are currently loaded.

= add. |
Hemove |

|

Full path:

Qrganizer. .. | ok I Zancel |

o Select the Automatically update document Styles checkbox.
¢ Click OK, and Word will update the document and reformat according to the
Style alterations.

Organizing Styles

e From the main menu, choose Tools > Templates and Add-Ins to open the
Templates and Add-Ins dialog box.

¢ Click the Organizer button to open the Organizer dialog box:

Organizer K E3

Skyles | AutaText | Toolbars I Macro Project Tkems I

Ta Marmal:

Body Text

Default Paragraph Fonl
Biody Texk First Indert i
‘Default Paragraph
Bacurment Map
Emphasis
Heading 1
List Bulleb @

Styles aw, e in:
I Dacuriert! (Docdment)
Close Eilz | Close File |
Descripkion

The font of the underlving paragraph style +

Karrmal. dot (glabal template) j

Close
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e In the Styles tab, the window on the left shows all Styles that are within the
current document, while the window on the right shows the Styles that match
the normal template.

e Select a Style from either window

OR click Copy, Delete or Rename to alter and organize the Style as required.

e Click the Close File button under either window, the window will go blank and
the button will alter to say Open File:

Organizer HE
Skyles | AutaText | Toolbars I Macra Project Ikems I
In Motmaal:
d o N T
—I Mo List
Dielate | Mormal
— Table Mormal
Rename... |
= =
Styles available in: Styles available in:
j INormaI.dot (global template) j
Cpen Ele. .. D.! Close File |
Descripkion
The font of the underlving paragraph style +

e Click the Open File button, and the Open dialog box will appear, along with a
current list of document templates from the Templates folder.

To open atemplate file:

¢ Select the template name and click Open.

o« To open a document, select Word Document from the Files of type field.
e Selectthe document name and click: Open.

o Repeat for the other, window'in the /Organize dialogdox, and proceed to,Copy:
Deleteior Renaime Styles from the new files.

Review Questions

How would you:

e Use Templates?

e Access Library Templates?

o Access Microsoft Templates?
e Use the Normal Template?
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e Create a Template from an Existing Document?
o Create a Template from an Existing Template?
¢ Modify a Template?

e Use a Global Template?

e Use Styles?

e Create Styles?

e Apply Styles?

e Modify Styles?

¢ Organize Styles?

SAMPLE
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When you have completed this learning module you will have seen how to:
Merge Cells in a Table

Sort Data

Perform Calculations

Create a Chart based on Table Data

Modify a Chart based on Table Data
Convert Text into a Table

Open an Excel Table

Link Excel Data in a Table

Edit Cells and Charts

Merging Cells in a Table

When cells are created to separate information, that information may need to
be merged at a later date.

This can be useful when there might not be enough horizontal space for the
table columns, but there is enough vertical space to wrap text within a

To Merge Cells in a Table:

column.

Select the cells to be merged.
From the main menu, choose Table > Merge Cells:

Table | ‘wWindow

Help

ﬁ Braw Table

Inserk

. Delete

Seleck

Split Table

k

k

F

WI
Split Cells. ..
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e Click the Merge Cells button in the Tables and Borders toolbar:

Tables and Borders

J o —F w2Z2-3F >-

Al 21 %1 =

=)

O[] [E-
by
Merge Cellsl

o Right-click on the selected cells and select Merge Cells from the pop-up menu:

Eg & Cut h

q Copy

1 Insert Table...

Delete Cells. ..

|E Merge Cells [ |I

Borders and shading. ..

Uﬁ Texk Direction...
=1 el alignment | »

Table Properties. ..

o The selected cells within a row will now be combined within a single cell, with
the separated information now divided by a paragraph marker.

¢ The width of the row is not altered, neither is the width of other cells from
the same column that were not selected:

wrent- 10 0 statusi
Ewent-2o Jack: Srapthis statysis
Event-19 statustl
Jatie=L o el
Event2o | Jaclk-Smithd statusd

Sorting Data

To sort alist by alphabet:

o Select the Sort Ascending or Sort Descending buttons on the Tables and Borders
toolbar.

To have more sorting control and options:
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From the main menu, choose Table > Sort to open the Sort dialog box:

Sort Text EHE3

Sork by
B =" ascending
Type: IT k I =
% = i Descending

Then by

* fscending
I v| Type: IText vI
" ™ Descending

Then by

% fscending
I vl Twpe: IT L I
" - | r Descending

My lisk has
™ Header row %' Mo header row

Cptions. .. QK I Cancel |

Up to three levels of sorting can be applied to a table.
Example: If there are three columns containing a company name, the company

city, and status of the company, Word can sort by the company name, then by
the city, and then by the status.

To make sure that a header row is not included within a sort, in the My list has
area of the Sort dialog box, select Header row. This will tell Word that there is
a header row in the table, and the top row will not be included in the sort.

Select the Options button to open the Sort Options dialog box:

Sort Options

col ol ‘ l ' l

I Case sensitive

Sorting language

|Eng|ish {U.5. =]

K, I Cancel
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e This dialog box refines a Sort even further.

e If multiple columns were selected, you can set a single column to be sorted by
selecting the Sort column only option.

e Typically, a sort is not case sensitive. So, the words smith and Smith will
appear together. To have those separated, select the Case Sensitive option.

Performing Calculations
e A Word table can be used as a spreadsheet to calculate a series of numbers.

To add alist of numbers:

e Click to place an insertion point over an empty cell either under or to the right of
the list of numbers you want to add.

Mo answer 26
Left message a0
Wrong number 15
HMumber out of service 36
Contact made 15
Total number of calls | i

e Click on the AutoSum button in the Tables and Borders toolbar:

Tahles and Borders

g o - ow el D
O- @i B m Ak 2 EE

AukaSurm

e Wordwill insert within the selected/cell a field containingla {SUM} function
that,will automatically calculate the' cells above or tofthe left of the field:

o answer 26
eft message a0
Wrong number 15
IMumber out of service 36
Contact made 15
Total number of calls 124]
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e The calculation is entered as a field, and can be updated automatically if any
numbers are altered in the table.

¢ Simply select the field, right-click on it and select Update Field from the pop-up

menu:

& Cut

Copy

El} Update Field
Mo answer 26 |“ = Dg_ﬂ
Left message 30 Edit Field...
Wrong number 15 Toggle Field Codes
MNumber out of service 26| A Fort...
Contact made 16 B

i=  Bullets and Numbering. ..
Total number of calls E

Creating a Chart based on Table Data
e Select the information in the table to create a chart.

o Always include at least one header row or header column within the
selection, as this will set the chart definitions.

e Try not to include cells, rows or columns containing totals because this can
alter the scale of a graph.

e Select only the data that is needed, any empty rows or columns that are
selected can alter a true representation in a chart:

Contact made

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

o This causes Word to enter Microsoft Graph mode, and will insert a 3D column
chart (based on the selected data) below the existing table in a floating frame:
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Ho answer 26
Left message a0
Wrong number 15
Humber out of service 36
Contact made 15
Total number of calls 122

O Ho answer

B Left message

OWrong
number

O Humber out
of service

B Contact made

# of Calls

o A Datasheet window also opens, showing an Excel-type view of the data:

A B C D
Call Detail# of Calls
1 _af|No answe 26
2 @l eft messsg 30
3 afd|wWrong nu 15
4 Afl|Humber o 36
- AR Y y

o The,Graph toolbars andimenus will temporarily replace the standard
toolbars andsmenus, as long as the chart/is selected. While the chart is
selected, you will be working in the Graph mode:
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2 Document] - Microsolt Word

Type & question for help

| Ble Edt few Insert Fomat Joos Qata Chat  Window Heip

050816 -Eﬁmlﬁmwnmu JuEE -

sl -|uv|.1 EEE=E 8%, M8 wP.,
EE_.!”.y (RO R S:...:...E------. 3
Call Detail # of Calls
1o answer 26
Left message 30
Wrong number 15 X
MNumber out of service 36 A -
Contact made 15 Call Detail ¢ of Calls
|| 1_aANo answer —
Total number of calls 122 = Left message 30
Wrong number 15
0| Number out of service 3B -
4 AP

B Ho answer

Wleft message

OWrong
number

CHumber out
of service

m Contact made

cnZnBHERE
s

=

“oow|d

Hof Calls

[Eoe= | 2l

e Click outside of a chart to return to the normal Word mode, and click on the
chart to return to the Graph mode.

Modifying a Chart based on Table Data

¢ The Graph mode toolbars and menus give you a variety of editing tools to apply
to a chart. You can format a chart or its elements, alter the data within the
chart, add or alter elements of the chart, as well as add background patterns,
shading or pictures to the chart.

e The Graph mode toolbar and main menu are basically the same as the Word
standard toolbar and main menu, but they feature only items that relate
specifically to the chart.

e From the main menu, choose Chart = Chart Type to open the Chart Type
dialog box:

SAMPLE
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Chart Type H
Standard Types | Custam Tvpes I
Chart bvpe: Chart sub-tvpe:

0 WY (Scatter)

|‘ Area

@ Doughnut

@ Radar
@ Surface

®: Bubble

Lﬁ;ﬁ_ Stack,

rOpkions

iliffi.s
)|

Clustered column with & 3-D visual effect,
I~ apply to seleckion

I Default formatting

Press and Hold ko YWiew Sample |
Set as defaulk chart | [o]4 I Cancel |

The Chart Type dialog box allows you to select the type of chart.

From the main menu, choose Chart = Chart Options to open the Chart
Options dialog box:

Chart Options EHE

| Axes I aridlines I Legend | Data Labels | Data Tablel
Chart Litle?

Category () axis:

Serties (¥) axis:

The Chart Options dialog box features various tabs that allow you to set a
variety of options.

Title tab - Enables you to set the title of the chart, as well as the X, Yand Z
axis names.

Axes tab - Enables you to set the primary axis on specific information.
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Gridlines tab - Enables you to set the background chart gridlines on the X, Y or
Z axes.

Legend tab - Enables you to set where the chart legend will appear in relation
to the chart.

Data Labels tab - Enables you to set specific data labels for each portion in the
chart.

Data Table tab - Enables you to select whether or not to have the data table
visible with the chart.

Converting Tabbed Text into a Table

Confirm that the text has separator characters that Word can use to understand
where new cells and rows should occur.

Tabs or commas are the most common separators to use for new cell locations,
and paragraph marks are the most common separators for new rows.

Select the text to be converted:

npany, Paul White, CEO

Sprat, VP Sa

ompany, Jack

From the main menu, choose Table = Convert > Text to Table to open the
Convert Text to Table dialog box:
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Convert Text to Table EE

Table size

Mumber of columns: % IE 5 I
Mumber of rows: IS 5‘

AutoFit behavior

' Fixed column width: I.ﬁ.utcu 5"

e AutoFik to contents
" AukoFit bo window

Table style: (nonel AutaFarmat. .. |

Separake text at

"~ Paragraphs ' Commas
" Tabs ™ Other: I_

o4 I Cancel

o The dialog box will automatically set Table size options, the number of columns
and rows required to place the text effectively into a table.

o The dialog box will also automatically have the Separate Text at option
selected, because it can read the text before converting.

o Alter the AutoFit behavior options as required.

e Click OK, and the text will be converted into a table and can be used and altered
as necessary:

ABC Company James Black President
ARC Company Jill Black Wice-President
ABC Company Paul White CEO

ABRC Company Jack Sprat WP Sales

ABRC Company Barb Zmith CEO

Excelfigbles_W N W / H Fes®™ § Jr—

Opening an Excel Table
e Create a table in the Word document that you want to insert Excel data into.
¢ From the main menu, choose Insert > File to open the Insert File dialog box.

e Select the Excel file to be inserted into the table. The Open Worksheet dialog
box will open:
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Open Worksheet
Open document in Workbook:
Entire Workbook = OK
[\} C |
Name or Cell Hange: ance

IEntirt: Worksheet j

[~ Format for Mail Merge

If you want to open the entire Excel workbook, select Entire Workbook. If you
only want to open one sheet within the workbook, select the name of the sheet
in the top and bottom field.

This will be a relatively slow process if no definitions have been preset in terms
of creating labels or envelopes.

Linking Excel Data in a Table

Start Excel application then open the Excel worksheet that data will be
linked from.
Select and copy the information in the Excel sheet:

A | B |
1 |Call Infarmation
2 Mo angwer
3 Left message
4 Prong number 15
h IMumber out of serice 5]

imontact made s

Open the Word document, and insert|a chart.

Select the datasheetiin Graph mode.

From the main menu,.choose Edit > Paste Link.

Iifthere is/already information in the datasheet, a dialog boxswillzopen askingpif
the information should be overwritten by the linked information.

Click OK.

The copied information from the Excel sheet will now appear in the datasheet,
and will be represented in the chart.

Updating will not occur automatically unless Excel and Word are open, and
Word is in the Graph mode.
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How would you:

e Merge Cells in a Table?

e Sort Data?

e Perform Calculations?

e Create a Chart based on Table Data?
¢ Modify a Chart based on Table Data?
e Convert Text into a Table?

e Open an Excel Table?

e Link Excel Data in a Table?

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

Use Graphics

Insert ClipArt Images
Add AutoShapes
Insert WordArt

Insert an Organization Chart

Include Graphics

Using Graphics

Word has a highly capable system that imports and edits graphics within a
document.

Graphics that can be added include images on file, scanned pictures, digital
clip art, charts, as well as hand-drawn images.

Graphics within a document allow you to emphasize a point, add detail, or
simply spice up a document to grab attention.

Inserting a Clip Art Image

From the main menu, choose Insert > Picture > Clip Art to open the Clip Art
side pane:

< o Insert Clip Art -

Search For

Search kext:

| |
SEEII’! Restore‘

Dther Search Options
Searchind

|.¢\II collectians M |

Fesulks should be:

|F\II media fils types | v|

See also

{4 Clip Crganizer...
& Clips Online
@ Tips Far Finding Clips
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e The Search text field allows you to enter one or more words pertaining to a
specific subject.

e Click the Search button to begin the search.
o Thumbnail pictures of the images will appear.

To insert a picture:
o Click on the thumbnail image or click and drag the image onto the page.

To search again:
e Click the Modify button to return to the search area.

Adding an AutoShape

e From the main menu, choose Insert > Picture > AutoShapes to open the
AutoShapes toolbox:

et ool W Zo i
i

e AutoShapes are basically pre-grouped and organized clip art images.

o Every AutoShape features a green handle that you can use to rotate the shape.
The usual handles for resizing a shape are also available on all corners and sides
of the AutoShape.

e The Lines button inserts straight or hand-drawn lines into the document:

e The Connectors button connects lines or arrows to act as a connection between
an item and its description:
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AutoShapes ﬁ

S e
%@%%%% oo
Comnectors | L

[ A,

e The Basic Shapes button creates basic drawing shapes, including circles, a
happy face or a lightning bolt:

I

& gl S i

i Og9o
OO A D
OO
BaOn

o~

mmr____ VAN e
EE%%%% SO0

5 e shopes| | CJt

e The green handle allows you to rotate any of the Auto shapes, in a circular
direction, pivoting on its central axis:

e The Block Arrows button inserts a variety of arrows that are block style, rather
than a single line:
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o
& 2 < 4 &

1 4 &

RS O

€ & v

e~ 2 O D

R I —

@ Blockﬁ.rrowsl {{} I::;‘ '::.-:':' 3

¢ The Flowchart button selects a variety of flowchart text boxes that can be
connected with the Connectors tool:

EE@%E&ﬂ

i O < [7
10813
= o] Y
o DK
puoshiges ®D T 6

E@%H%% ATaD

ﬁ Flnwchart Q EE] O

To enter text into a flow chart im age:

¢ Right-click on the image and select Enter Text from the pop-up menu. A text
insertion pomt will appear W|th|n the image. Place the cursor over each

e The Stars and Banners button allows you to select from a variety of star and
banner images:
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SR A
{0 g 6% 53
ix TR
T R R

Autoshapes

T LT
L!

Stars and Banners

e The Callouts button allows you to select from a variety of text “balloons”:

Autoshapes

RN ey S
i B o I

futoshapes v x
]

RN A e S
i B Io B

10 A0 A0 O

Mare Autoshapes
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Inserting WordArt
e WordArt is an excellent tool for adding extra emphasis on text.
e Select the text that you want to apply the WordArt to:

L
INVOICE

“
///'://'://':////////////////ﬂ/////f/f/f/////////////ﬂg

X\‘:\ﬂ\‘:\‘;&\\\ﬁ%

e From the main menu, choose Insert > Picture > WordArt to open the
WordArt Gallery dialog box:

WordArt Gallery HE
Select a Wordart style:
w
. , : W
Wizt yordA" worda, (Wordart [Woraart |
w
Wit e |WordArt [WordArt ;J:n.f:l;.ri|wm H

] Vil .l'"‘!"
w&fﬂm wardart || -Word Art | WORJA it

Whordiet [WorGAre [Wordhet | Wb fospail] ; **

amm

Apavr

oK I Cancel |

e Select the style of WordArt to apply to the selected text.
o _Click, OK.

e This will openthe Edit WordArt Text dialog box so you can alter the font, size
and basic styjle:
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Edit WordArt Text E2

Fonk: Size:

| Comic Sans s M
3

Texk:

INVOICE

oK I Cancel

o Click OK.
e The previously selected text will now appear with the WordArt Style:

Vo

Inserting an Organization Chart

e The Organization Chart option allows you to create a chart containing as many
branches as required, from a base chart.

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

¢ _The base chart will open on the page, along with the/Organization Chakt
toolbox:

Drganizakian Chark

nsert Shape - Layout = Seleck =

{Click to add text‘

{Click to add text‘ {Click to add text‘ [Click to add text
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The Insert Shape option allows you select the type of organization level to
add: Subordinate, Coworker or Assistant:

Organization Chart

%- Insert Shape %!I;a';.-'cuut -

Select -

. Subordinate
S Coworker
= Assistant

The Layout option allows you to select how the chart should be organized, and
outline its appearance:

Organization Chark

gEe- Insert Shape - |Lawout @

Skandard

Both Hanging
Left Hanging
Right Hanging

Eit Organization Chart ko Conkents
Expand Organization Chart

Scale Organization Chark

’?E; Autolayouk

] & EA B mmt ey &[]

The Select option allows you to select a particular Level, Branch, All
Assistants or All Connecting Lines to work on and edit simultaneously:

The AutoFormat option will open the Organization Chart Style Gallery
dialog box. The style of the diagram can be selected from the left side, and a
preview of the style will appear on the right side:
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Organization Chart

Beveled Gradient
Square Shadows

¢ The Text Wrapping option allows you to set how text will appear and wrap:

Organization Chark

In Line ‘hith Texk

Edit “Wrap Poinks

How would you:
e Use Graphics?
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e InsertClipArt Images?

¢ Add AutoShapes?

e Insert WordArt?

¢ Insertan Organization Chart?

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

Enter Text

Use Automatic Text Features
Format Text into Columns
Control Text within a Column
Wrap Text around a Graphic
Delete Blocks of Text

Move Text

Copy Text

Copy Multiple Items

Apply Character Formats
Change Fonts

Change Font Size

Add Effects to Text

Change Text Color

Reuse Formatting

Insert Text

Entering Text

Text can be entered manually anywhere on a blank page by double-clicking to
place the insertion point.

Once entered, text can be cut and pasted into an area, and by selecting the
text, clicking and dragging, it can be moved anywhere on the page.
AutoText can/also be entered into as document, be it preset and often-used
greetings, paragraph starters, etc.

Using Automatic Text Features

From the /main menujchoose Insert = AutoText > AutaoText to open the
AutoCorrect dialog box set to the AutoText tab:
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AutoCorrect

All active templates

e Select the AutoText to be inserted into the document from the window under the
Enter AutoText entries here field.

e For more selections, from the main menu, choose Insert > AutoText and
select from a title to view various options:

Dear Sir or Madam:
Ladies and Gentlemen:
To Whom It May Concern:

Signature Company »
Subject Line 3

¢ Attention Line - Allows you to insert a line stating that the letter is specifically
for someone.

e Closing - Allows you to select a closing line for a letter.
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Header/Footer - Allows you to select automatic headers and footers.
Mailing Instructions - Allows you to select a specific instruction for handling.

Reference Initials - Allows you to insert initials.

Salutation - Allows you to select a greeting for a letter.
Signature - Allows you to select an automatic signature.
Signature Company - Allows you to select a company signature.
Subject Line - Allows you to insert a subject line into the letter.

Formatting Textinto Columns
From the main menu, choose Format > Columns to open the Columns dialog

box:
Columnsz
reseks
one ] k Three Left Right

Mumnber of columns:

|

~width and spacing
Col #: Weidkh s Spacing:
oz H s
N o -
| | = | =
¥ Equal column width

| oK

Cancel

[ Line between

~Previsw

Apply kos I'-.-'-.-'hu:ule document

j [T Start new column

The Presets drea allows youto select One, Two or Three column setting, as
well as choose from two columns formats that have the Left or Right column

smaller than'the other:

T
=

G

1=
rmt i 111
=
-

Two

[
=]
i

The Number of columns scroll area allows you to select from 1 to 12 columns

to insert into the document:

-

Mumber of columns:
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The Width and Spacing options area allows you to set the width of a column,
and the spacing between columns. Typically, to keep columns readable,
Spacing should be set between 0.25” and 0.5”. The default setting is 0.5”.
The spacing should be wider if the Line between option is selected, to allow for
extra space between the line and the column. If the Equal column width
checkbox is selected, only the first column can be adjusted. All others will be
the same size:

—width and spacing
Col #:  Width: Spacing:

A o Hlex
12 s =Hies =
= = o Hpxr H

If the Equal column width checkbox is not selected, then all columns can be
altered:

~Wwidkh and spacing
Col #: Width: Spacing:

Al o Hy
Lz o Her =
= 3 o Hlr

h

The Line Between checkbox allows you to add a line between columns, and the
Preview pane will show a thumbnail image of the columns and how they look
withpvarious seleetions:

W, 1| ine between;

The Apply to drop-down menu allows you to select how the columns will be
applied, depending on how the cursor is placed within the text:
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Apply to: Selected bext -

=h

4

Whole dacument

This section — Allows you to have columns occur only in a pre-selected portion
of the document.

Whole document — Allows you to apply columns to the entire document.

Selected text — Allows you to apply the columns to only a portion of selected
text.

This point forward — Allows you to have the columns start after the insertion
point within the document.

Once done, click OK and the columns will be applied to the document.

Typically, it is best to select the columns before entering text, as reformatting
can be extensive. However, columns can be added to a document at any point.

Controlling Text within a Column

Text should be balanced within columns, to make the columns look better and
easier to read.

Click to set the insertion point at the end of the text that needs to be balanced.
From the main menu, choose Insert > Break to open the Break dialog box:

Break E

Break. tvpes

" Column brea

" Text wrapping break

Section break tvpes
(o Mext page
Cinuous

" EvER page
" odd page

Under the Section break types options, select Continuous.
Click OK.

The section will now be broken and the text in the columns should appear even.

Wrapping Text around a Graphic

When an image is placed within a line of text, it will be treated as a part of the
line. This is called “in line with text”:
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22 4

The pie = Fwas sitting on the table

From the main menu, select View > Toolbars > Picture to open the Picture
toolbar, and select the Text Wrapping button:

ml —_

In Line ‘With Text
Square

Tight

21
HEE FE
i

Behind Text

In Front of Text

Top and Bottom
Through
e In Line With Text - This is the default setting, which places the image within
the line of text, as mentioned above.
e Square - Allows you to wrap text to the left and the right of the box holding the
image. If the image is at the left margin, this will wrap only to the right:
The pie was sitting on the table, waiting to cool before we could eat
it. We had ice cream in the freezer to eat with the pie , and milk in the
fridge to drink with it. The pie was strawberry and rhubarb, and we all
helped to make it in some way. Sally collected the eggs, JTohn and I
made the ice cream to go along with the pie, Karen had helped
mother with the crust, and Terrance had helped to stir the ingredients
together.

Tight - Allows you to wrapsthe text around thesleftvand right edges ofithesimage
itself, not the box holding the image:

The piegwas sitting on the table, waiting to cool before we could eat it We had.ice credin
in the freezer to eat/with the : % pie, and milk in the fridge to drinlowith 1t
The pie was strawberry and rhubatb, and we all helped te make it in
some way. sally/collected the eges, John and I imade the ice cream to go

alongwwith the pie, Karen had helped mother with the crust, and
Terrance had helped to stir the ingredients together.

Behind Text - Allows you to have text appear on top of the image. This is the
setting to use when working with watermark images:

The pie was sitting on the table, waiting to cool before we could eat it "We had ice cream
in the freezer to eat with the pie, awdredcifthe fridge to drink with it The pie was
strawberry and rhubark, and we all aimalce it in some way. Sally collected the

eges, John and I made the ice cref «r_ tabong with the pie, Karen had helped mother
with the crust, and Terrance had hedpedto st the ingredients together,
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In Front of Text - Allows you to have the image appear on top of the text:

The pie was sitting on the table wa1t1ng to cool before we could eat it. "We had ice cream
%the fridge to drink with it. The pie was
e make it in some way. Sally collected the

ng with the pie, Karen had helped mother
& the ingredients together.

Top and Bottom - Allows you to force the text to stop when it reaches the top

of the image, and begin again underneath the image. No text will appear on
either side of the image:

The pie was sitting on the table, waiting to cool before we could eat it We had ice cream

in the freezer to eat with the pie, and milk inthe fridge to drink with ¢ The pie was
strawberry and rhubarh, and we all helped to make it in some way. Sally collected the
eggs, John and T made the 1ce cream to go along with the pie, Karen had helped mother
with the crust, and Terrance had helped to stir the ingredients together.

Through - Similar to the Tight option, except the outer boundary of the wrap is
not set, and can be altered with the Edit Wrap Points option:

The pie was sitting on the table, waiting to cool before we could eat it We had ice cream
1n the freezer to eat with the pie, and malk in the fridge to drink with . The pie was
strawberry and rhubarb, and s mm (@ we all helped to make it in some way. Sally

collected the eggs, JohnandI . made the ice cream to go along with the
pie, Karen had helped mother

stir the ingredients together.

Edit Wrap Points - Allows you to have text wrap around the corners of an
image in a precise way, by manually altering the wrapping boundary either
outward to move text away from the image, or inward to pull text closer to the

Text Editing

Deleting Blocks of Text

To remove text from a document:
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e Click and drag to select an entire sentence or paragraph.
¢ With the text highlighted, press the Backspace button on the keyboard

OR press the Delete button on the keyboard
OR right-click on the highlighted text and select Cut
OR from the main menu, choose Edit = Cut

OR from the main menu, choose Edit = Clear and select either Formats or
Contents to be removed.

Moving Text
e Select the text to be moved:

The fox jumped over the
red hen The red hen

crawled under the fence

e From the main menu, choose Edit > Cut

OR right-click on the selected text and choose Cut from the pop-up menu:

The fox jumped over the
red hen. The red hen

crawled under the f&ncel

o« Click'to place the insertion point where the textis being moved.
e From the main menu, choose Edit > Paste

OR"right-click on_the area where the text is being'moved and select Paste from
the pop-up/menu:

The fox jumped over the
red hen and the car. The
red hen crawled under the
fence.
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Copying Text
e Select the text to be copied:

The cat ran through the
woods, The dogran
through the kitchen

sriffed the air.

e From the main menu, choose Edit = Copy

OR right-click on the selected text and choose Copy from the pop-up menu.

o Click to place the insertion point where the text is being moved to.
e From the main menu, choose Edit > Paste

OR right-click on the area where the text is being moved to and select Paste
from the pop-up menu:

The cat ran through the
woods and sniffed the air.
The dog ran through the
latchen and sniffed the air.

Copying Multiple Items

¢ When something is copied, it is automatically placed in the Office Clipboard
side pane.

e From the main menu, choose Edit = Office Clipboard to view the Clipboard
pane:
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4 ¥ 5of 24 - Clipboard

|@F‘aste all | |aclear All |

Click an item ko paste:

@ Caribbean, South Pacific

@ All-inclusive packages

@ 5 3tar Resorts

@ Activities for the kids and
parents,

|41

Towork with multiple items and text:

o Simply select them from the Clipboard pane. Ensure that the insertion point is
placed at the appropriate area in the document, and select Paste from the drop-
down arrow at the side of the selected Clipboard item:

@j All-inclusive packages

@j 9 Skar Resorts

Text Formatting

¥ Delete

> af from the docu

Applying Character Formats
e The Format options in the main menu alter the style of text from within the

Font dialog box:
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Font HE

| Character Spacing I Texk EFfects I

Font skyle:
IReguIar

Font color: Underline style: Underline color:

I Autamatic j I(none) j I Autarmatic j
Effects

[ strikethrough [ shadow I~ small caps

™ Double strikethrough [ outine I~ all caps

[ Superscript [ Emboss ™ Hidden

[ sSubscript [ Engrave
Preview

Avrial

Thiz iz & TruaType font, This font will be used an bath printer and screen,

Default, .. | [0]4 I Cancel

Changing the Font

Select the text to which the font will be changed.
From the main menu, choose Format > Font to open the Font dialog box.
In the Font scroll through field, select the font:

Arial Unicode M3

Click"OK to /applysthe changes to the text.

Changing Font Size

Select the text for which the size will be changed.
From the main menu, choose Format > Font to open the Font dialog box.
In the Size scroll through field, select the required size for the text:
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e Click OK to apply the changes to the text.

Adding an Effect to Text
o Select the text to which the effect will be applied.
e From the main menu, choose Format > Font to open the Font dialog box.

¢ In the Effects options area, select the required effect for the text. Anything
selected will be displayed in the Preview window:

o Click OK to apply the changes to the text.

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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