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Working with sections and columns

As you know, Word automatically goes to a new line when you reach the end of the current
one, and it creates a new page when you reach the end of the current one. However, you have
the ability to manually insert line and page breaks. You can also create a section break, which
splits your documents into sections. (This comes in handy when formatting.) We'll take a look at
all these types of breaks, and we’ll look at separating text into columns.

Using Columns

Microsoft Word has the ability to divide your text into columns. To do this, first select the text
that you want to format. Then, click the Page Layout ribbon. Next, click the Columns button and
choose how many columns you want.

p-a =9~ & = Table of Contents.coct - Microsoft Word - = X
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If you don’t like the preset choices, you can click the More Columns button.

Columns

Presets

Three Right

)

n

i
=

I£
fat

Number of columns: |1 -
Width and spacing Presigw
Col #:  ‘Width: Spacing:
1: 6.5"

L

apply to: | Selected text -

[ o)1 l [ Cancel

Here, you can set the number of columns (up to 45!) and the width and spacing for each. Once

you’re done, click OK to apply the changes.

After you have inserted columns, Word will automatically break the text. However, you can also
use the Breaks menu on the Page Layout ribbon to manually control where text is placed in the

columns.
.-'/-“-.‘,\‘. H9-0& - Docurnentl - Microsoft Waord
HY)!
—/ Home Insert Page Layout References tailings Rewiewn i
j n' My Orlentation ~ ’.£:| Breaks = A watermark ~ | Indent Spacing 4 Bring to Front
==l [4]- 3 siz= - Page Breaks T 4= : : H1 send to Back
Themes Margins __ - = || Position
- ' - £ Columns = Page - - | Texd Wirapping
Themes Page Setud ¥ Mark the point at which one page ends Paragranh 5 P—
9 A ﬁ and the next page begins, grap 9

1 Column
5 Indicate that the text following the column
= break will begin in the next colurg,

Text Wrapping
— Separate text around objeds on web
pages, such as caption text from body text,

Inserting a Line Break

I= align -

: : Group

4 Rotate

Usually, you should let Word decide where it starts a new line. However, there will be times
(particularly when typing in a text box or a table) when you want to start a new line without

creating a new paragraph. To do this, press Shift and Enter.
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The difference is easier to see when we have formatting marks turned on. You can see the
automatic paragraph break at the end of the second line (which happened when | pressed
Enter) and a manual line break at the end of the third line.

Thisparagraph-willhaveaparagraph-symbolatthe endof it. Thismeansthat| pressed Enter. Maotehow:
thereareonlyspacesatthe-endof thefirstline, meaning!| Et-WDrd-chtrDI-the-line-breakm

Forthisline, linsertedalinebreakri ght-here
Thistextstartsonanewline. MNotetoohowthereisnospacebetweenthesetwolines. Thisisbecause
thereisnoparagraphrmark. 9]

To remove a line break, just backspace over it. Even if you can’t see the special characters,
Word will remove the break.

Inserting a Page Break

There are two ways to indicate the end of a page. The first is by pressing Ctrl and Enter. You can
also click to place your cursor where you want the break, click the Page Layout ribbon, click the
Breaks menu, and click Page.

Cia [ L ] ,_-ﬁl = Documentl - Microsoft Word - 2 X
—a Home Insert Page Layout References Mailings Review Wiew L7
j n' My Orientation - >IJ—| Breaks = A watermark - | Indent Spacing 1 |= align ~
= ' j Size - Page Breaks = i: Eefare: |0 pt - : :
Themes Margins __ = .
- [9]- ~  EE columns v Page S arter 10pt : |
o — Page setud * Mark the point at which one page ends e —— o RN
9 A ﬁ and the next page begins. % grap 9

] Column
Indicate that the text following the column
= break will hegin in the next calumn,

Text Wrapping
= separate text around objedts on web
pages, such as caption text from body text,

If you later want to remove a page break, place your cursor at the new page and press
Backspace to remove the break.
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Inserting a Section Break

If you often create long, complicated documents, you’ll probably find that section breaks will
come in handy. Section breaks let you divide your document into sections, allowing you to

Word 2007 Intermediate Reference

apply different headers and footers and formatting per section.

To insert a section break, click to place your cursor where you want the break to appear. Then,

click the Page Layout ribbon, click the Break menu, and choose what kind of section break you

want to create. (Note that each command has a description of what it will do.)

(o) H9-6& )+

Documentl - Microsoft Word

ul
—/ Horme Ihsert Page Layout References Mailings Review ‘et

j n' 4 Orientation - |¥= Breaks % 4] wwatermark - | Indent

== [a]- 13 5ize - Page Breaks
Themes Margins __
Ea ] - EE Columns = Page
» Mark the point at which one page ends
JIIEMES BEBERET ﬁ and the next page begins.,

) (i

Column
Indicate that the text following the column
bBreak will begin in the next colurn.

Text Wrapping
Separate text around objects anweb
pages, such as caption text from body text,

-

[T

R Bk

Section Breaks

Mext Page
Insert a section break and stark the new
section on the next page,

Continuous
Insert a section break and stark the new
section on the same page,

Even Page
Insert a section break and start the new
section on the next even-numbered page,

Odd Page
Insert a section break and start the new
section on the next odd-numbered page,
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If you later decide to change the type of break, open the Page Setup dialogue and click the
Layout tab.

Page Setup

Margins Paper | Layout |

Seckian
Seckion skark: Conkinuaus
Headers and footers
[] cifferent odd and even
[ ] Different firsk page
From edge:
Page
Wertical alignment: |T|:||:| W |
Prewvigw
&pply kot |This section - | [ Line Murnbers. .. ] [ Borders... ]

o] (oo ]

Using the menu at the top of the dialogue, you can choose to change the type of break. Note
that each tab in the dialogue has an Apply To menu, where you can choose to apply your
settings just to this section.

www.microsofttraining.net Tel: 0208 682 4973
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Setting Page and Line Break Options

There are some options you can set for page and line breaks. To access these options, open the

Paragraph dialogue and click the Line and Page Breaks tab.

Paragraph

Indents and Spacing | Line and Page Breaks
Paginakion

[+]2widoweCrphan conkrali

[ keep with next

[ ] keep lines together

[ ] Page break before
Formatking exceptions

[ ] suppress line numbers
[]pon't hyphenate

The first set of options deals with pagination. Let’s look at each checkbox individually.

Widow/Orphan control

Keep with next
Keep lines together

Page break before

The next two options deal with more specific paragraph formatting. “Suppress line numbers”
will skip line numbers for this section, while “Don’t hyphenate” tells Word not to hyphenate
paragraphs or words in this section. (These commands will only be effective if line numbering or

This will keep your paragraphs together, so one line isn’t stranded

at the top or bottom of a page. This is turned on by default.
Keeps paragraphs of the same style on the same page.
Keeps all lines in a paragraph on the same page.

Inserts a page break before paragraphs with this style

automatic hyphenation have been turned on.)

www.microsofttraining.net
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You can see a preview of all settings in the Paragraph in the bottom portion of the window. You
can also click the Tabs button to open the Tabs dialogue box, click Default to apply these
settings to future documents, click OK to save your changes, or click Cancel to exit without
saving your changes.

Paragraph

Indents and Spacing | Line and Page Breaks

Paginatian
Widow/Drphan control
Keep with next
Keep lines together
Page break before

Farmatking excepkions

Dgguppress line numbers:
[ ] pon't hyphenate

Texkbox options

Tight wrap:

Presview

Saruple Teac Sarapde Teae Saraple Teac Saraple Teae Saraple Teae Saapde Teae Siaple Teae Saraple Teae
Sarupie Teae Saraple Teae Saraple Teac Sarapic Teae Sarapde Teae Sapde Teae Saraple Teac
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Working with Pages

Our next topic is pages. We will learn how to insert a blank page and a cover page. We'll also
learn how to set page backgrounds, add page borders, and change a page’s color.

Adding a Cover Page

Cover pages are an exciting new addition to Microsoft Office Word 2007. To add a cover page,
simply click the Insert ribbon, click Cover Page, and choose a style.

Haome Insert Page Lawout References hailings Re

= : =i o
=] Cawer Page —_| = dgj ||_||_,-' S, =i S Hype
Built-In -

T PE THE DOCUMENT TITLE

Alphabet Anrnal Austere

[Twpe the document tiths]

[Tiyp: tha v uies -.--%Iuj

[¥ear]

Canservative Contrast Cubicles -

5

2 Remove Current Cower Page

The page will then be added to the beginning of your document. All you have to do is add the
information in the fields. Of course, you can add any other elements (such as your own
graphics) if you like, too.
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.‘. H9-0 ﬂ) Lesson 2.5.docx - Microsoft Word | TextBoxTools - = X

Home Insert Page Layout References Mailings Rewien Wig | Format: | ©

A D e D D A B
g

|1 Blank Fage Bl =] A& Bookmark

Table Clip  Shapes Smartart Chart Header Footer  Page

= st
IE Fage Break - Art - E@Cruss-reference *  Numberw | Box+r = AZ Drop Cap - P Object -
Pages Tables INustrations Lirks Header & Footer Text Syrnbols

Quick Parks = @ sighature Line = || JT Equation =
dWordArtv 54 Date & Time £2 symbol -

Ficture Te:

Table of Contents

Amaas Qe lnmdumn s asd

Amaas s Dok e ke mas oo

[IEL Py —

Enedndy: hoasas bt

e el ey

PP —

san lue ok Aeabs

PIEEr

[Type the document title] v e

[Type the document subtitle] b sk o

smaas Swiiah

[Twpe theauthor rame]

|
Page: 1 of 26
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If you have put the time in to create a cover page that you really like, you can select the cover
page and choose to save your selection to the Cover Page Gallery for future use. You can also
remove the current cover page with this menu.

Built-In i
_"" = |r:.','\-r"'. . ll " §
a:.l-lul:im.-ul ['\r 23 rJ
TV PE THE DOCLIMENT TITLE &)
Alphabet Annual Aystere

[Tupe the decument tithe]

[Ty thae dui iz tinke]

[vear]

Conservative Caontrast Cubicles -

5
Zx  BRemove Current Cower Page

_h Sawe Selection to Cower Page Galleny..,

Creating a Blank Page

In the last lesson, we learned how to insert page breaks to separate pages. There is also an easy

way to create a blank page: you will find the Blank Page command on the Pages chunk of the
Insert ribbon.

Cower Page =
B g
_] Blank Page

*_—'l Page Break

Pages

Simply click to place your cursor where you want the page to appear, and then click the Blank
Page command.
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Creating Tables

Although Word is primarily a word processing program, it does have some ability to manage
numerical data. (Tables can also be very useful for organizing data, long documents, complex
pages, and lists.) In this lesson, we’ll learn how to create different kinds of tables, select tables
and their parts, and insert and delete tables and their parts.

Anatomy of a Table

A table has rows (which go horizontally), columns (which go vertically), and cells (which are
each small box). Here’s an example:

Sales per Category and Person

Widgets Hatntnets Mails (plkgs of 10}
Sue fi,579 57438 1,741
Tom 2,874 7,014 f,440
Llary 3,012 1,230 1,586
Joe 2,250 2,856 1,144
Baob 10,574 8,547 5747

This table was created right within a Word document. In the first column, we can see each
employee’s name. Our next three columns contain the numbers of widgets, hammers, and
packages of nails sold.

If we look at the table’s rows, we see a different picture of data. The second row shows how
many widgets, hammers, and packages of nails Sue sold. The third row shows how many of
each item Tom sold, and so on.

One great thing about tables is that you can use Word’s features while you’re typing in them.
The commands for alignment, spacing, fonts, effects, and borders all remain the same. You can
also check your spelling and grammar, use research tools, and change views.
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Inserting a Table

To add a table to your document, click the Insert ribbon, click Tables, and drag your mouse to
indicate what size of table you want. Once you’ve highlighted the proper number of squares,
click to insert the table. Notice that a preview of the table is shown in the document.

'D.,\ =l (L= Documentl - Microsoft Word - 3
j Home | Insert Page layout  References Mailings Review  View

(= LT E X IR Y RENOEP ey

5 Date & Time

Cover Blank  Page Picture cup Shapes Smatart Chart || Hyperlink Bookmark Cross-reference | Header Footer  Page Text  Quick Wordart Drop Equation Symbol
Page = Page Break ~  Mumber~ | Box~v Parts - Cap - "84 Object - - -
Pages ks Table | Links Header & Footer Text Symbols
o000 g R RN R NN S R Y. |
5 I
I
I
. 1 O
: 0 O O
- ] InsertTable..
& A DrawTable
Z 3
: G Excel Spreadsheet
T‘  Quick Tables 4

You can also click the Insert Table command to specify a particular number of rows and
columns.

Insert Table

Table size
Number of columns: 5 &+
Murnber of rows: 2 =
AukoFit bebavior
(¥} Fixed column width:  |Auto =

{:} AutaFik to contents
) AutoFit bo window

[ ] remember dimensions For new tables

[ oK, ] [ Cancel

Once you have entered your settings, click OK for the table to be created.
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Drawing a Table
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The third option on the Table menu is Draw Table.

Insert Table

I
I
I
I
I
I
I
N

Insert Table...

Drawe Table

L

[
[
[
[
[
[
[
[]

Excel Spreads Prat Table

Bl ad (4 ksl E

Quick Tables

Drawe the borders of a table,

Once you click this command, your cursor will turn into a pencil. You can now click and drag to

create the outside borders of the table.
D’v =] i @ J Docurentl - Microsoft Word - O X
fjj Home Insert Page Lawout References Mailings Review Wiew ‘@l

B ()= 3 ujﬂﬁ 2al @ 2 j ENEREN = aswwrines T €

53 Date & Time

Cower  Blank Pg Tbl Picturs C\p Sha apes 5 Smarthrt Chart || Hyperlink Bookmark Cross-reference || He d Fo t Fage Txt chk WnrdArt D ap Equatian Symbal
Page~ Page Mumber~ | Eox Cap - '$d Object - - -
Pages Tables Hlustratio Links Header & Footer Text Symbals
1512345607 @
i ' K
i
i
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, "'47
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Then, click and drag to create rows and columns.

@ o Docurentl - Microsoft Word Table Tools

| Design

[] Header Rowe  [[] First Calumn - & shading
il
=

[C] Total Row [ tast Column
[[] Banded Rows [ Banded Columns

Table Style Options

Draw Borders

You can now type inside the table as if it were created using the Insert commands.
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Using Quick Tables

Microsoft Office Word 2007 also has a number of pre-designed tables that you can use. To add
one of these tables to your document, hover over the Quick Tables item on the Tables menu,
and then click the table that you want. Note that there are scroll arrows so that you can see all

available tables.

j Insert Table...
j Drawe Table
+
= |
oy Excel spreadsheet
4w Ex preadshes
] Quick Tables ¥ | Built-In -
Calendar 1
December
B T W T £ 5 5
Calendar 2
MAY
M T W T F S S
1 2 3 4 5 &
7 g 9 |10 11 | 12 | 13 L &
14 15 1 17 18 19 X0
a e} 3 A i1 WA i
Calendar 3
December 2007
Sun | Thu Z Sar
' ' ' ' . Calendar 3
LTS Table calendar with large month
name and boxed days
-
e
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Once you click the table, it will be inserted into your document, ready to customize.

Documentl - Microsoft Word Table Tools
Design

Header Rowr First Column
Total Row Last Column

Drawi  Eraser

ZPencalart  Taple

c
=

]

Banded Rows | Banded Columns
Table Style Options Draw Borders
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Selecting Cells, Columns, or Rows

Just as if you were working with text, selecting a table or part of it is essential. It will help you

format, edit, and customize your table.

Like text, you can click and drag to select a table or part of it.

O\ HI- & )+ Documentl - Microsoft Word Table Taols
)

T —— Design  Layout

V| Header Rows W] First Column e g ——— & shading ~
Total Row Last Column = e = ~ | Borders| - v pt
= gy (p———— - Draw
V| Banded Rows Banded Columns = 2 Pencalort  Tappe
Table Style Optians Table Styles Draw Borders
1---|‘-‘§-‘-‘-‘1-‘-@--2‘”---3‘§‘---4‘-‘|-‘i.‘-‘l-‘-s---llw

I =4

Eraser

]

SRR

[

® =

| fsil

You can also click the small crosshair icon (circled in red in the image above) to select the whole

table.

You can also use the Table Tools Layout ribbon to select items.

Cell Size

O\ id 2 - =T Docurnentl - Microsoft Waord Table Tools

=Y

—-/ Hame Insert Page Layout References Mailings Rewieu o Cesign Layout

el 3 £ 3 ;

RS | = S e 1 H = g B |8 e oar
Select \_f‘iew Properties | Delete | Insert Ihsert Insert Ir'!sert kderge  split Split AutaFit ;T}Width: 1.65"

- Gridlines bd Abowe Below  Left  Right Cells  Cells  Table -

H] Select Cell Rowws & Columns i Merge

Hi select Column

E Select Row

B selectTable

Clicking any of these commands will select the current cell, column, row, or table.
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Inserting and Deleting Rows and Columns

If you need to add or remove a row or column, it’s easy! To add a row or column, first click to
place your cursor inside the table at the location that you want the new row or column to
appear. Then, right-click, choose Insert, and click the appropriate option.

Calibri [Boc = 11+ A" A7 1%;:' ¥ J

= ab® . - = F= 1T -
& B I =EW-f0~=ii=
I |
I [ I
[, Paste
Insert % ko E | Insert Columns to the Left
Delete Cells... A Insert Columns to the Right
H osplit Cells.., B4 Insert Rows Above
L Borders and Shading... 24 Insert Rows Below
|lii  Text Direction... o= Insert Cells..,
Cell &lighment 4
AutoFit k

ﬁ Table Praperties..,

:— Bullets 4
i=  Mumbering 3
L Hyperlink...
,il Look Up...
SYRNORyYm s 4
Translate 4
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If you want to delete cells, there are a few ways that you can do it. First, select the row or
column that you want to delete. Then, you can press the Delete key on your keyboard, or you
can right-click the area and click Delete Cells. (If you have selected entire rows or entire
columns, the option will read Delete Rows or Delete Columns.)

Calibri (Bot - |11 - A" A7 A~ f
£ B I B - A - IEEE

RiE
"l

cu

I+

Copy
Paste

BB i o

Insert 4
Delete Cells... %
Merge Cells

O

Eorder: and Shading...
Text Directian...

._
=]
=t

Cell Alighment 4
AutaFit F

Ll

Table Praperties..,

With either command, you may be prompted to confirm the deletion.

) shift cells up

) Delete entire row

() Delete entire column

[ (8]4 l [ Cancel

You can choose to shift current cells left or up, or you can choose to delete the row or column.
Once you click OK, the action will be performed.
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Editing Tables

Now that we know how to create a basic table and how to perform some basic editing
functions, it’s time to learn how to do a little more with tables. In this lesson, we’ll look at the
two Table Tools ribbons; how to move and resize a table; and how to merge, split, and resize
rows and columns.

Average Temperatures (F)

MNorth South
Areal Area 2 Area 3 Aread Area b
March 75 76 67 45 72
May 78 20 70 50 78
Tuly 93 Q0 71 47 85
September 77 78 B5 45 74
Movember 72 20 b6 51 65

Using the Table Tools Design Ribbon

When your cursor is in a table, or when a table is selected, you will see two contextual ribbons
appear. The first is the Table Tools Design ribbon.

D d9-0&8 - Average Temperatures.doc - Microsoft Word Table Tools

_3) Haome Insert Page Layout References Mailings Rewiew Wiew Design Layout
V| Header Rowe V) First Column | [ /e, | —m—™ — — ————— T B
TotlRaw [ Last Column e feerer] fereere] lEeree G 2 [
V| Banded Rows Banded Columns | — @ — — — - = — — = épen Color = ?arg}': Eraser
Table Style Cptions Table Styles Crraww Borders F]
Let’s take a look at the various commands.
Table Style Options  Header Row If checked, the first row will be formatted
differently from other rows.
Total Row If checked, the last (total) row will be formatted
differently from other rows.
Banded Rows If checked, odd and even rows will be formatted
differently.
First Column If checked, the first column will be formatted

differently from other columns.
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Last Column

If checked, the last column will be formatted
differently from other columns.

Banded Columns If checked, odd and even columns will be

Table Styles Gallery

Shading
Borders
Draw Borders Line menu
Weight menu
Pen Color

Draw Table

Eraser

Using the Table Tools Layout Ribbon

formatted differently.

Click a style to apply it, or click the arrows to see
more. (Styles available will depend on the current
theme.)

Choose a type of shading for the table.
Choose borders for the table.

Choose a line style for the pen.
Choose a line weight for the pen.
Choose the pen color.

Allows you to add rows or columns, or paint
current rows and columns with the line, weight,
and color specified for the pen.

Erase rows and columns.

The other contextual ribbon is the Layout ribbon.

O\ d92-0& - Average Temperatures.dooe - Microsoft Word Table Toals -
—" Home Insert Page Layout References Mailings Review Wiewr Design Layout
S + === = A h
Ly E * ‘fl ‘ﬁ‘ GE E EiII — j ill Height: 038" 7| HE Distribute Rows 8= A= %l B= j‘x
2EE —
Select | Wiew |Properties | Delete | Insert Insert Insert Insert split  Split AutaFit :’ Width: = fJ'_I* Distribute Columns Text Cell sort Convert Formula
- leridlines - Above Below  Left  Right Cells  Table - =l = = pirection Margins o Test

Table Rows & Columng & Merge

Cell Size [} Alignment Data

Here’s a quick overview of its commands.

Table Select
View Gridlines
Properties

Rows and Columns Delete

www.microsofttraining.net Tel: 0208 682 4973

Use this menu to select part or all of a table.
Toggle gridlines on or off.
Opens the Table Properties dialogue.

Click this button to see a menu of deletion
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Merge

Cell Size

Alignment

Data

www.microsofttraining.net
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Insert Above

Insert Below

Insert Left

Insert Right

Merge Cells
Split Cells
Split Table

AutoFit

Height

Width

Distribute Rows
Distribute Columns
Toggle Buttons
Text Direction

Cell Margins

Sort

Repeat Header Rows

Convert to Text

Formula

Tel: 0208 682 4973

options.
Insert a row above the current cursor position.

Insert a row below the current cursor
position.

Insert a column to the left of the current
cursor position.

Insert a column to the right of the current
cursor position.

Merge the selected cells into one cell.
Split the selected cell into multiple cells.
Split the table into parts.

Ask Word to automatically size the column or
table to its text, the window, or a fixed width.

Set the height of the current item.

Set the width of the current item.

Make all rows the same size.

Make all columns the same size.

Align the text in the current cell(s).

Toggles between vertical and horizontal text.

Set the amount of white space between the
cell borders and the text.

Sort table data.
Repeat header rows on every page.
Convert the current table to a text list.

Insert a formula into the current cell.
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Merging and Splitting Cells

Merging cells is the process of making many cells into one. Take a look at this sample table.

Areal Area 2 Area 3 Area d Area b
March 75 76 67 45 72
May 7= 20 F0 50 7B
Tuly 92 Q0 71 47 85
September 77 78 65 46 74
Mowvembear 2 20 66 51 b5

Here we have temperature data for five areas. The first two areas belong to a northern region,
and the next three areas belong to a southern region. Rather than typing the region label in
each cell, we can merge cells and type the data once. To start, let’s select the two cells for the
northern region. Then, we’ll click the Table Tools Layout ribbon and click Merge Cells.

(=P H9-0& -+ Awverage Temperatures.doct - Microsoft Word Table Toals - a

0 4 = & £

Home  Insert  Page layout  References  Mailings  Review  view Design  Layout

Ly E E ﬂ EEI E&iﬁ %J E EI IEI 5 j i Heignt: 018" 2| OF Distribute Rows

Select  View Properties | Delete | Insert Insert Insert Insert |Merge| Split  Split || AutoFit 2 iwidth: 111" =t Distribute Columns Text  Cell tt Repeat  Conwert Formula
Gridlines - Above Below  Left  Right Cell Cells  Table - =l = = pirection Margins Header Rows to Text
Table Rowis & Columns & % Merge Cell Size ] Alignment Data
[ ogE s S
. Average Temperatures (F)
Area 1 Area 2 Area 3 Aread Area 5

7 March 75 76 67 45 72

May 78 80 70 50 78
X July 93 90 71 47 85
~ September 77 78 65 4p 74

November 72 20 66 51 65
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Now the two cells are one. Also note how the Merge command is unavailable (since we only

have one cell selected), but the Split command is still available.

Q., - &)+ Average Temperatures.coc - Microsoft Word Table Tools
]

A —— Design  Layout

L@ E ﬁ ﬂ ‘ﬁl 'E‘ %J E EE_III i =2l ] Height 0,15 2| B vistribute Rows EEli AE: J

=2EE
Select  View Froperties || Delete | Insert Insert Insert Insert |heme Spiit | Split | AuteFit =3 wige (2220 2| Distibute Columns Tet  Cell
- Gridlines - mbove Below Left  Right | Cells  Cells || Table - =l =l = pirection Margins

Table Rows & Columns ] erge Cell Size I} Alignment

— B g @ B

2

sort

Repest
Header Rows

Data

. Average Temperatures (F)

Area l Area 2 Area 3 Aread Area 5
_ March 75 76 67 45 72
May 78 80 70 50 78
A July 93 a0 71 47 85
~ September 77 78 65 45 74
November 72 20 66 51 65

E% ﬁ

Carwert Formula

tin Tewt

| [l

If we change our mind, we can select the merged cell (or in any cell, for that matter), and click

Split Cells.

.'E!;-’;" = @ hd Average Temperatures.dood - Microsoft Word Tahble Toals
d
T Insert Page Layout References Mailings Review Wiewr Design Layout
L} E = * ‘fl 'E‘ ng ﬁ == | EiII :ﬂ j ill Heignt: 028 | HE Distribute Rows 253= Az
g28E —
Select  Wiew  Properties | Delete | Insert Insert Insert Insert Merge | Split | Split AutaFit -,j:'Wmth: 222" - *J']D,Emhutg(nmmm Text Cell
- Gridlines - - =l = = pirection Margins

Abhove Below  Left  Right Cells CT§ Tahle
Erie

Table Rows & Columns ] M, Cell Size [} Alignment

1-----‘1-----"sg----"z-----"3-0,:---”4--1-”‘5---:H‘s----:w‘

7l

sart

=5
Repeat
Header Rows

Data

. Average Temperatures (F)

&)
Area 1 Area 2 Area 3 Aread Area 5
N March 75 76 67 45 72
May 78 80 70 50 78
. July 93 Q0 71 47 85
~ September 77 78 65 a5 74
November 72 20 66 51 65
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You will then be prompted to choose how many columns and rows the split area will have. Note
the “Merge cells before split” box. This box should be checked to ensure that you get the
expected results.

Split Cells )

Mumber of columns: |3

LIRS

Mumber of rows: 4|

Merge cells before splic

[ 8] 4 l[ Cancel ]

With these settings, we will create a mini-table inside the selected cell. Note how the adjacent
cells have expanded too.

Areal Area 2 Area 3 Aread Area
March 75 i) 67 45 72
May 78 20 70 50 78
July 93 Q0 71 47 25
September 77 78 65 46 74
MNovember 72 20 66 51 65

Resizing Cells, Columns, or Rows

To resize a cell, column, or row, simply place your cursor on a border, click, and drag.

ol
North South
Areal Area 2 Area 3 Aread Area 5
March 75 76 i 67 45 72
May 78 80 C 70 50 78
July 93 a0 L7 47 85
September 77 78 ‘ BS 46 74
November 72 80 86 51 65

You can also double-click a border to make the left-most cell fit its contents.
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Moving and Resizing a Table

Tables can be resized in a similar way to cells. First, click the crosshair icon to select the table.

Then, place your cursor over the small square icon in the bottom right hand corner of the table

(circled in the image below), click, and drag.

2 I
. North South E
! Areal Area 2 Area 3 Aread Area E
March 75 76 67 45 72 |
May 78 a0 Fi 50 78 ,
July a3 a0 71 47 85 i
September 77 78 65 46 74 5
Nowvember 72 20 66 51 65 i |
: o

L e o o o e e e e e e e e e e e e e e e e e e e m e e e e e e e e e e e e e e e e e e m o m o mm o m e m e mm e mmmmmmmm - '_

You will see a dashed border that will show you where the table will appear after you release

the mouse cursor.

To move a table, click the crosshair icon, hold, and drag. Once again, you will see a dashed
border that will show you where the table will appear when you release the cursor.

Average Temperatures (F)

3|
North South
Areal Area 2 Area 3 Area d Area
March 75 Fi] 67 45 72
May 78 20 70 50 7z
July Q93 =10 71 a7 %]
September 77 78 65 46 74
Nowvember 72 20 513 51 65
+I+
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Applying Basic Formatting

With Microsoft Office Word 2007, applying formatting to a table is easier than ever. In this
lesson, we’ll learn about Word’s new table styles, how to use cell and table alignment, how to
change cell margins, how to add spacing between cells, and how to change text direction.

Average Temperatures (F)

Area 2

=

g0

Q0

78

a0

Area 3

67

70

71

b5

b6

Area d

45

50

47

46

51

Applying a Table Style

We've already learned how you can apply theme-based styles to text boxes, SmartArt, shapes,
and more. You can also apply theme-based styles to tables. First, place your cursor inside the
table that you want to format. Then, click a style in the gallery on the Table Tools Design ribbon.

Table Styles

www.microsofttraining.net
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You can also click the arrows to see more styles. Note that at the bottom of the gallery, there
are options to create your own style or clear the current style from the table. Also note the
scroll bar on the right, which you can use to view more styles.

Plain Tables

7
@ Clear
=

Modify Table Style...

Mewe Table Style,.,

Fe

www.microsofttraining.net
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As you mouse over each style, you will see a preview applied to your table.

I‘,@ H9-0v @ o Average Termperatures.docx - Microsoft Word Table Tools

d

X Home Insert Page Layout References Mailings Review Wiew Design Layout

W Header Row W] First Column Plain Tables & | & shading ~ @ ﬁ

| Total Row ] Last Calumn [ e e (i Borders| = 4 pk -
EEEEE Draw  Eraser

¥| Banded Rows [T Banded Columns e e e 2 Pencalart  Taple
EEEESE|

Table Style Options Draw Barders &

Built-In B
T T RN~ IR =

5 =)
— -

B —[—|
—=

I ==
= = e e S P =[=[=[=|

= —[==[=[=| —I=r==|=

== = e e === =[]

e | = = |

==

Modify Table Style...

-
[ Clear
=]

Mew Table Style...

- North South

Area 1l Area 2 Area 3 Area 4 Areas

w March 75 76 67 45 72

May 78 80 70 50 78

July 93 90 71 47 85

September 77 78 65 46 74

Nowvember 72 80 66 51 65
n +
. o
g =
Page:10f1 | Words:45 | ¢ English (US) | B3 [EEEEET e U (+)

Once you've found a style that you like, click it to apply it. You can then use the checkboxes in

the Table Style Options chunk to enable or disable certain aspects of the style.

o Header Rowe & First Column
Total Row Last Column

o | Banded Fours Banded Colummns

Table Style Options
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Aligning a Table and its Cells

You can align a table just like you would text. The easiest way to do so is to click the crosshair
icon to select the table, and then use the alignment commands on the Home ribbon.

"ﬁi;' Hd9-0v8& - Auerage Temperatures.dock - Microsoft Word Table Tools - @ x
A Home Insert Page Layout References Mailings Review Wiew Design Layout 2]
m ii:;y Calibri (foy) S -a |2 == FE E ]| aspocen| b AaBBC aaBbee aambca AAB . % ?é:::a;e
s ‘;metpamter B I U -abex, x Aav||®~- A= % = =|[i=-|| 5 - Thormal | NG Spac.. Headingl Heading 2  Heading 3 Title - g{;ﬂ‘g‘sgf :Selmv

Clipboard (7} Font (7 Faragraph 7] Styles (F] Editing

P - - el L - ! | Center (Ctrl+E) l'g"4"""“‘5"""“o‘5""“‘7"' %

- | Center text, ! |

. Average Temperatures (F)

% North South 1

Areal | Area2 | Area3 | Aread | Areas

. March 75 75 67 45 72

May 78 80 70 50 78
) July 93 Q0 71 47 85
~ September 77 78 65 46 74
November 72 80 66 51 B5

You can also use this shortcut on any of the cells, columns, or rows. If, however, you want to

apply vertical alignment, use the toggle buttons on the Alignment chunk of the Table Tools

Layout ribbon.

Text Cell
Direction kargins
Alignment

Each button has a graphical representation of what the cell(s) will look like after they are

aligned. Note that you should select the cells before choosing an alignment type.
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Changing Cell Margins and Spacing

To adjust cell margins (the white space around the border of the cell), first select the cells that
you want to change. Then, click the Cell Margins button on the Table Tools Layout ribbon.

My H9-8 & - Average Temperatures.doc - Microsoft Word Table Toals - = x
2)
T T =S r—— Design | Layout

% E :ﬁi&l ﬁ ‘%l ‘E‘ %J ﬁ EI IEI 5 ﬂ ll Heiaht: 06" 2| O Distribute Rows g8B8E g J %l Ej 'j&; ﬁ

HE =

(5

Select  View Properties | Delete | Insert Insert Insert Insert | Merge Split  Split || AuboFit | Co3 width: = ||t Distribute Columns Text Cell Sort Repeat  Conwert Formula
Gridlines - Above Below  Left  Right Cells  Cells  Table - = = [ pirection Margi[:é Header Rows to Text
Table Rows & Columns a Merge Cell Size [} Alignment Data
I Bl . - R ----E"4----”‘5----“0‘5-&"M,,gin,

S

Custamize cell margins and the
| smacing between cells

. Average Temperatures (F)

North South
Areal | Area2 | Area3 | Aread | Area 5
7 March 75 76 67 45 72
May 78 80 70 50 78
X July 93 90 71 47 85
o September 77 78 65 46 74
November 72 20 656 51 65

You will then see this dialogue:

Table Options

Default cell margins

Top: " Lefty  |0.08"

LIRS
4|4k

Botkom: |0" Right: |0.08"
Default cell spacing

[ ] allows spacing between cells
Options

Automatically resize to fit contents

[ Ok l [ Cancel

For maximum readability, we recommend margins of 0.08 all around the cell’s interior. You can
also check the Default Cell Spacing box and enter a number from 0 to 1.84 inches; this will
create a border on the outside of the cell.
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So, let’s say that we enter these dimensions into the dialogue:

Table Options

Default cell margins

2)X]

Top: 05 % | Left: |0.08" =
Bottom: .08 | Right: |0.08" x
Default cell spacing
Allow spacing between cells A %
Options
Automatically resize to fit contents
Ok, l [ Cancel
This is how our table will look:
North South
Areal Area 2 Area 3 Aread Areab
March 75 Fis) &7 45 72
MW ary P =0 0 o0 7
July a3 ag 71 47 =5
September 77 78 65 465 74
November 72 20 bbb 51 65

www.microsofttraining.net
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Changing Text Direction

You can also change what direction the text reads in. Take a look at this table:

Morth South
Areal | Area2 | Area3 | Aread | Areab
March 75 Fis 67 45 72
MWy 78 =0 70 50 78
Tuly 93 =10 71 47 =5
September 77 78 65 45 74
Mowvember 72 =20 bb 51 b5

ACME WEATHER COMPANY

If we place our cursor in the “Acme Weather Company” column, and click the Text Direction
button on the Table Tools Layout ribbon, here’s what will happen:

MNorth South -
Areal | Area2 | Area3 | Aread | Areab o E
March 75 76 67 45 72 E m
May 78 20 70 50 78 |3 &
July a3 90 71 47 S =
September | 77 78 65 46 74 |" &
November 72 20 bbb 51 65 -~
If we click it again, the text will flip:
North South o
Areal | Area2 | Area3 | Aread | Areab -“IT .
March 75 76 67 45 72 |22
May 78 20 70 50 78 | & =
July Q3 an 71 47 25 E 8
September 77 78 65 46 74 E
November 72 20 b6 51 b5

And if we click it a third time, the text will revert to its original position.

www.microsofttraining.net
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Applying Advanced Formatting

For our last lesson, we’re going to look at how to manually format a table and AutoFit its
contents.

Morth South

-
=
Areal | Area2 | Area3 | Aread | Area 5 -::I:
Q.
March 75 Fis) 67 45 72 o
J
s
May 78 20 70 50 78 LLI
-
=
<L
July a3 =) 71 47 =5 E
LLl
September 77 78 65 46 74 E
J
=

Movember 72 20 (513] 51 G5
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Using AutoFit and Distribute

The first concept we’ll look at is AutoFit. We've already used AutoFit in a few of our practice
exercises, but let’s take a closer look at what it does and how you use it.

First, AutoFit will automatically adjust the size of cells. There are two ways to AutoFit a table.
The first is by right-clicking the table and choosing AutoFit, and then clicking an option. (Note
that the Fixed Column Width option depends on the column width specified in the Table
Properties dialogue, which we’ll discuss in a bit.)

&
Morth South | |
Calibri(Bot~ 11 - A° o7 A
Areal | Area2 | Area3 | Aread | 4 o I’%a‘_’?-&vi?i? =,
; o= ]
March 75 Fie) o7 45 %
=53
May = =0 f0 50 B paste
Insert 4
Tuly a3z Q0 il a7
Delete Cells...
HE split Cells..,
September 77 78 65 46
Q] Borders and Shading...
A . .
November | 72 80 65 51 B Text Direction..
Cell Alignment 4
AutoFit [}s * | EE autoFit to Contents
#F  Table Properties.., Ea AutoFit to Window
‘= Bullets ¥ | B Fized Column Width
iI= Numbering 3
,?J) Hyperlink...
;i Lock Up...
Sy¥nonyms 3
Translate 4

You can see the same menu by clicking the AutoFit button on the Cell Size chunk of the Table
Tools Layout ribbon.

R
==

AutaFit
[
.E-.VL‘:I%DFit Contents

AutoFit Window
Fixed Column YWidth

sl

-r
S
i

i A
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You will also find the Distribute Rows Evenly and the Distribute Columns Evenly buttons on the
Cell Size chunk. These buttons will allow you to make all rows or columns the same size.

k

j 4] Height: 0.3 + |87 pistribute Rows

AutoFit | =gtk | 0.56"

-

- T Distribute Columns

Cell Size P

Manually Formatting a Table

You can manually apply particular line styles, weights, and colors to any part of your table using
the Draw Borders chunk on the Table Tools Design ribbon.

=
1 14 pt -

Drawe Eraser
o Pen Color = Taple

Ciraws Borders P

First, set the line style, weight, and color using the menus on the left hand side of the chunk.
Then, click Draw Table. Your cursor will turn into a pencil. Now, click the borders that you want
to format.

North South -
Areal | Area2 | Area3 | Aread | Area5 | -
March 75 76 67 45 2 |52
May 78 80 70 50 78 | =S
Iuly 93 90 71 47 85 E 8
Septembear 77 72 b5 46 74 E
Nowvermber 72 20 bb 51 B5

If you look closely at the above image, you can see how the line between the column of months
and the first column of data is highlighted.
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To remove the border around any cell, click the Eraser command on the Draw Borders chunk.
Then, click the border you want to remove.

e e
North South o
Areal | Area2 | Area3 | Aread | Area5 | £
March 75 76 67 45 2 | <z
May 78 80 70 50 78 | xS
July 93 a0 7l 47 =5 § 8
September 77 78 65 46 74 E
November 72 20 313 51 65

Once you have finished using either the Pencil or Eraser command, click the command again or
press the Esc key on your keyboard to turn the command off.

You can also manually apply shading by selecting the cells you want to shade and clicking the
Shading menu on the Table Tools Design ribbon.

(YL &® = Average Termperatures.coc - Microsoft Word Table Tools o X
) =
A T —— Design  Layout (7]

V| Header Rows ¥ FirstColumn | o | - o . ———— = - S shading — |

Total R Last Col EEECC | - - Theme Col - j
otal Row astLolumn =gl oo - oo o= o - = eme Colors M
oo /= - - = Draw  Eraser
| Banded Rows [ Banded Columns =l Table
Table Style Options Table Styles & lorders &

S - - - o - BE% i - - - o - > - - - o - - -3 - - - EE S &
— «ANRRNENER :
= Standard Colors

[ ] | ENEEN m

Mo Color

%) More Colors..

; Average Temperatures (F)

North South -
Arcal [ Area2 | Area3 | Area4 | Area5 | Y -
- March 75 76 57 45 72 | &2
May 78 a0 70 50 7B |2
. July 93 90 71 47 85 E 8
= September 77 78 65 46 74 g
November 72 80 56 51 65

You can choose from theme colors, standard colors, no color, or a custom color.
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Using the Borders Buttons

If you want to format all borders of a particular type (say, the inside borders), it may be easiest
to use the Border toggle buttons on the Table Tools Design ribbon. First, set your line
preferences in the Draw Borders chunk. (Note that you can also select “No border” from the
line style menu.) Then, select the area that you want to format. (You can select the entire table
or any part of it, including a single cell.) Next, click the arrow next to the Borders button and
click the type of border that you want to apply. (Note that clicking the Borders button itself will
perform the last-used command from the menu.)

gh., - &)+ Average Termperatures.coc - Microsoft Word Table Tools m X
)

— Home  Insert  Pagelayout  References  Mailings  Review  View Design  Layout

@

¥| Header Row  [¥] First Column | ommermy -o e, ——— ———— S— & shading ~ - ﬁ j
Total Row Last Column = | (| [ [ Bumersq 1 vapt m=
] Banded Rows [ Banded Columns -----f - - - - - ---—- T Crengile
Table Style Options Table Styles E R ers =
1---|-‘I---|-h‘1--l-|-‘§z---|-"3---§“§--|§§EELEﬁBEy T &
' | Bight Barder -
: No Border
&l Borders [
Outside Borders
Inside Borders
- Average Temperatures (F) 2 Inside Horizontal Border
] Inside Vertical Border
: { Diagonal Down Barder
_:_ < ordh ol - Dlaguna\gpf Border
Areal | Area2 | Area3 | Aread | Area5| Y iorizontalline
_ March 75 75 67 45 72 |52 Lraw Table
: Mey 78 80 70 50 78 |28 =] View Gridines
: Tuly rr) %0 71 a7 a5 w 5 Borders and shading...
N September 77 78 65 46 74 %
November 72 80 56 51 65
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Using the Borders and Shading Dialogue

For advanced border and shading options, click Borders and Shading from the Borders menu.
(Remember that you should select the cells that you want to change first.)

Bottom Border

Top Border

Left Border

Right Barder

Mo Border

All Borders

Cytside Borders

Ihside Barders

Ihside Horizontal Border

Inside Wertical BEorder

Diagonal Down Barder

Diagonal Up Border
Horizontal Line

E
A=
_-/T Cirawe Table
=

Wiew Gridlines

0 Barders and Shading... %

www.microsofttraining.net Tel: 0208 682 4973



Word 2007 Intermediate Reference

You will then see this dialogue.

Borders and Shading

Borders | Page Border | Shading

Setting: Shwle: Presview

L Click. on diagram below or use
buttons to apply borders

&l 1 _____________ 6

ﬂ e R 4 “ | Apply to:
Zell 7 L

Horizontal Line. .. ]8 [ (04 l [ Cancel

We’ve numbered the picture so we can walk through the different steps of applying a
paragraph border.

Choose a setting from None, Box, All, Grid, and Custom. (Click on the graphic next to each
setting to select it.) Each graphic represents what that setting will look like; the preview
box marked with a 6 will also show you a sample of the setting.

Select the border’s style. There are many styles to choose from, including wavy lines, solid
lines, dotted lines, and patterned lines. The style list will change as you add colors and
widths.

Click the drop-down arrow to select the border’s color.

Select the border’s width. The actual point sizes will vary depending on the setting you
have chosen, but normally you can choose from % point line (very thin) to a 6 point line
(very thick). (Lines are measured in font point sizes.)

Use these buttons to apply the border to different parts of your table.

This box will show you a preview of the settings you choose.
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Use this drop-down menu to apply the border to the entire table or part thereof.

Click this button to choose a type of horizontal line to insert.

Now let’s take a look at the shading tab. Once again, we’ve numbered all the settings so we can
walk through the steps you would take.

Borders and Shading

Borders | Page Border | Shading |

Fill Presview

Patterns

Skyle: |:| Clear 2 W

-

Apply ba:

Cell 4 v |

Horizontal Line. .. ] 6 [ (04 ] [ Cancel ]

First, choose the fill color from this palette.
Then, choose a style. (You can choose a shaded style or a pattern.)

Next, choose a color for your pattern. Just like using a fill, you can select a standard
color or create your own.

Use this drop-down menu to apply the border to the entire table or part thereof.
This box will show you a preview of the settings you choose.

Click this button to choose a type of horizontal line to insert.

Once you're done, click OK to apply your settings.
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Using the Table Properties Dialogue

The last item we’re going to look at is the Table Properties dialogue. First, make sure that you
select the portion of the table that you want to format. Then, to open the dialogue, you can
right-click the table and click Properties, or you can click the Table Properties command on the
Table chunk of the Table Tools Layout ribbon.

Cut
Copy
Paste

|E'E 1) e

Insert k

Delete Cells., % EHE

Split Cells.. Select  “iew
- Gridlines

Tahle

O &

Borders and Shading...

—
=
=t

Text Direction...
Cell Alighment k
AutaFit 3

ﬂ Table Properties... %

With either command, you will see this dialogue:

Table Properties

| e Calurin Cell
Size
[ preferred width: I:I
Alignment
E E E Indent From lefk:
Left Cenker Right
Texk wrapping
Mone Around
Borders and Shading. .. ] ’ Options. .. ]
[ (a4 ] [ Cancel ]
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Let’s take a look at what each tab does.

Table Set the preferred width, alighnment, and text wrapping for the table. You can also
set an indent. This tab also contains commands for the Borders and Shading
dialogue and the Table Options dialogue (used to set cell margins and spacing).

Row Specify the row height and if it is allowed to break across pages.
Column Specify preferred column width.
Cell Specify preferred width and alignment. Also contains an Options button where

you can set cell margins and wrap options.
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Advanced Table Tasks

In the last section, we learned how to create and format tables. In this lesson, we will learn how
to do even more with tables, including how to sort data, convert tabbed text to tables and vice-
versa, and how to create an Excel spreadsheet from within Word.

Sorting Table Data

The Sort command on the Table Tools Layout ribbon is an excellent tool for arranging data in
any way that you want. As an example, take a look at this table.

1 3283 520,00 loaa
] 3241 523,00 laaa
3 3289 526.00 loaa
9 3237 529,00 laaa
a2 3235 & 32.00 1000
10 3233 §35.00 laaa
7 3231 518,00 loaa
2 3289 516.00 laaa
E 3250 514,00 1500
4 3242 §12.00 1500

Currently, it’s sorted by name. But what if we wanted to sort the data by rank instead? Well, we
would simply place our cursor in the table and click the Sort command on the Table Tools
Layout ribbon.
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I@" 9 -0 - March Inventory.doce - Microsoft Word Table Tools -
d

Home  Insert  Pagelayout  References  Mailings

Review  View Design  Layout

% E [:i‘_‘ Eﬂ% % ﬂg ﬂ EI % % % 41l Heignt: 0,217 * | B vistribute Rows

2 A O 4L B &=

Select  View Froperties || Delete | Insert Insert Insert Insert  heme Spiit Split | AutoFit 53 wigt (0990 - | ' Distibute Columns Tet  Cell Sott,| Repest  Convert Formula
+ Gridlines + | sbove Below Left Right | Cells  Cells  Table B =l =l = pirection margins [%Headearwx to Text
Table Rows & Calumns n Merge Cell size 5 Alignment Data
I R I SR -&--‘-i‘i-!g‘l-“zaﬁ‘l-iE-Hll‘-q"-|H-5H-|H-5m| @

Alphabetize the selected text or

sort numerical data.

(@) Press Fltor more help.

Now, we can choose what column we want to sort by.

Sork by
Marne F Type:
L= Lsing:
TH II:‘tr?l::'|3 nurnber
Imvenkary Type:
Lsing:
Then by
My lisk has
(%) Header row () Mo header row

|TE'\’Ct v| (®) Ascending
|F‘aragraphs v| () Descending
|Text v| (®) Ascending
|F‘aragraphs v| () Descending

I, ] [ Cancel
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Next, we'll choose the data type and whether this is an ascending (0-10) or descending (10-0)
sort.

Sork by
|Rank w | Tupe:
Using:
Then by
| b | Tvpe:
Using
Then by
P lisk has
(%) Header row () Mo header row
Cipkions. ..

Mumber F (%) Ascending
Taxt (") Descending
Datke %

(%) Ascending

3 |F'ara-;|ra|:|hs

= | (") Descending

O, ] [ Cancel

We can also choose other sort criteria; for example, we could sort by rank, and then by
inventory quantity, and then by price.

Sork by

Using
Then by

r\: Tvpe:

Using

(none)
Marme
Rark.
TH
Item number

Irvenkary

My lisk has
(%) Header row () Mo header row

Qpkions. ..

F.ank w | Type:

| Mumber

w | (%) Ascending

g |F‘aragraphs

3 | (") Descending

|Text

W | {(*) Ascending

g |F‘aragraphs

3 | (") Descending

(0.4 ] [ Cancel
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For this example, we’ll just sort by rank in ascending order. When we click OK, we’ll see our
results.
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Converting a Table to Tabbed Text

Although Word does have the ability to create great tables, you may find that you need to
move the data into another program. Although not all data programs support Word’s format,
most programs do support plain text files or comma separated values (CSV) files.

To convert a table into this type of file, first select it. Then, click Convert to Text on the Data

chunk of the Table Tools Layout ribbon.

/-:,\\ Hdo-o G = March Inventory.doce - Microsoft Word Table Tools

)
2 T — Page Layout  References  Mailings  Review  View Design  Layout

% E Eﬁ‘ ﬁ UE' 'E‘ ﬂ_‘ ﬁ EI I_EEI 5 ﬁ 4] Height: (0.21"

* | HE Distribute Rows 28= g J ‘%l Sj 3% ﬁ

& =

s=5= —
Select  View Properties | Delete | Insert Insert Insert Insert | Merge Split  Split || AutoFit | (= ywidth: < | 22 Distribute Columns Text  Cell Sort  Repeat  Conwert Formula
Gridlines - mbove Below Left Right | Cells  Cells Table - =l 1= = pirection wmargins Header Rows tumi%
Table Rowis & Columns & Merge Cell Size ] Alignment Data
Dz e o+ o L M - 2 BE 1+ B3 - o (B a@ e e s e B convert to Text
= Corwert the table to regular text,
You can choose which text
character to use to separate the
- columns,
1 3282 520,00 1000
- 5 3241 523,00 1000
2 3283 $26.00 1000
El 3237 529.00 1000 4
El 3235 $32.00 1000
- 10 3233 $35.00 1000
7 3231 £18.00 1000
2 3289 516.00 1000
= 6 3250 814,00 1500
4 3282 512,00 1500
h

Then, specify how you want your data to be separated. (Typically you will want to pick tabs or

commas.)

Separate kexk wikh

() Paragraph marks

[ oK ] ’ Cancel
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Now your table will appear as plain text.

Mame Rank ltemnumber Price Inventory
Productl 1 3283 520.00 1000
Productz 5 3241 §23.00 1000
Product3 3 3283 526.00 1000
Froductd 3 3237 529.00 1000
Products 8 3235 53200 1000
Producté 10 3233 535.00 1000
Product? K 3231 518.00 1000
Froducts 2 3283 516.00 1000
Productd E 3250 514.00 1500
Productld 4 3282 512.00 1500

To complete the conversion, make sure to save your document as a TXT file.

Save Ag E| fgl

Save in: |@' Desktop v| @~ X o B~
£ (L Documents;
:} My Comnputer
Trusted &) by Network Places
Templates

2

ekl

Tely Mekwork
Places

amputer

=

My Documents

i 5 File name: |March Irvenkary bxt w |

far)
o
b=l

[n

My

S| v asbmE b Text (%) v|
(o (o
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Converting Tabbed Text to a Table

What if you have received a plain-text document and want to convert it into a table? It’s easy!

First, select the table. Then, click the Insert menu, click Table, and click Convert Text to Table.

(Note that this command will only be available if your text is properly separated.)

I‘/@ —
d
Hiome In

&

sert

Fage layout  References  Mailings  Review  Wiew

b March Inventory.docx - Microsoft Word

AN O-%PPd @5 ¥ 203 9

Cower
Page ™

Then, specify the number of columns you want, how Word should AutoFit the text, and how

Blank Page
Page Break

Fages

4

A= [&signature Line -
5] Date & Time

Table Picture  Clip  Shapes SmartArt Chart Hyperlink Bookmark Cross-reference || Header Footer  Page Text  Quick ‘Wordat Drop -
- Art - - Mumber~ || Box+ Partsw - Cap~ "#d Object -
Insert Table Links Header & Footer Text
|| [ ] R 2 g r o R PR B v 7
DOOO0O0O0O0000 fwe Rank Itemnumber Price Inventary
] Insert Table..
oductl 1 3283 820,00 1000
= | DrawTable
3 Conwert Textto Tabile.., oduct? 5 3241 423,00 1000
0 Excel Spreadsheet
1 Quick Tables Convert Text to Table $26.00 1000
Separate the contents of one Excel 429.00 1000
cell into separate columns, :
For example, you tan separate a ¢32.00 1000
calumn of full names into separate
first and last name calumns, $35.00 1000
In Wiord, use this feature to
convert the selected text into 3 418.00 1000
table, splitting the text inta
columns at each comma, period, or
other character vou specify. 816,00 1000
@ Press F1for more help. 414,00 1500
Productll 4 2282 §12.00 1500

the text is separated.

www.microsofttraining.net

P

Convert Text to Table

Table size
Mumnber of calumns: 5 -
AukaFit behavior

(%) Fixed column width: | Auka =
{3 AukoFit ko conkenks
) AukoFit o window

Separate text at
{:!' Paragraphs {:!' Commas

(%) Tabs i) Other: |:|

| ok

l[ Cancel ]
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Once you click OK, your text will be transformed into a table. You’ll have some adjusting and
formatting to do, but it’s a start!

Marne Rank | Itern number | Price Inventary
Productl |1 3283 520,00 | 1000
Product2 [ 5 3241 £23.00 | 1000
Producta | 3 3289 526,00 | 1000
Productd [ 9 3237 523,00 | 1000
Products | & 3235 532,00 | 1000
Producte 10 3233 535,00 | 1000
Froduct? 7 3231 518.00 | 1000
Froducts 2 3283 516,00 | 1000
Productd 3 3250 514,00 | 1500
Productll | 4 3282 512,00 | 1500

Creating an Excel Spreadsheet

You can also create an Excel spreadsheet directly inside Word. To do this, click the Insert
ribbon, click Table, and click Excel Spreadsheet.

Insert Table

I
I
I
I
I [
I
I [
N [

Insert Table...

0]
LI
L0
LI
0]

Dirawe Table

el W K B OO00O0

Excel Spreadsheet %

Quick Tables "
| Insert Microsoft Excel Worksheet

www.microsofttraining.net Tel: 0208 682 4973



Word 2007 Intermediate Reference

A new Excel worksheet will then be embedded into your document. (For more information on
embedded objects, see Lesson 2.5.)

B Lesson 4.1. b - Microsoft Word

File  Window
AN -™ 5
Home Insert Page Layout Farmulas Data Review Wigw Add-Ins (7]
— ) ] 02 i -
& cut Calibri S -l = D] | Spwean et o — . *i‘ % ’—:ﬂ San El‘\ /:li 5 Autosum ZF l;a
3 copy P 52 - = : ] Fin~
Paste Bz o ~|[a |- A~ £=|| i Merge s Center - ||| § - %% o ||%3 ;%8| Conditional Format  Cell || Insert Delete Format sort & Find &
< Format Painter = e L = 930 Eomatting - as Table = Styles~ || - - - 2 Clear~  Fiter Seleck~
Clipboard {Fi Font il Alignment i) Mumber {Fi Styles Cells Editing
[ Al v £ | L
1\@123455@7
= A B G ]
. 1 |
-
- 2
- Bl
4
- )
- 6
= 7
. 8
g
B 10
E 4 4 b ]| Sheet1 /¥]
z
- @
z

Pager1of1 | Words: 67 | 3  English (Us) | B3 \EEEIEZ'

This object gives you some Excel functionality. However, if you need powerful data processing
tools, it’s best to work right within Excel.

When you’re done with the spreadsheet, click outside the spreadsheet area to return to Word.
You can always return to the spreadsheet later by double-clicking on it.
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Advanced Data Tasks

In this lesson, we’re going to learn more about using Word to perform data tasks, including how
to use formulas. We’ll also take a look at Word’s Equation feature and the Equation Tools
ribbon.

Using Formulas

Take a look at this sample table.

Jan |1 28
Feb | 2 23
Mar | 3.5 24
Apr | 2.7 25
May | 1.9 26
Jun | 11 27
Jul | o3 28
Aug |1 27.5
Sap | 1.7 27
Oct | 2.4 2h.5
Mov | 3.1 26
Dec | 3.8 25,5

Let’s say that we want to add up the total amount of rainfall.
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First, place your cursor in the cell that you want the total to appear. Then, click the Formula
button on the Data chunk of the Table Tools Layout ribbon.

e

f -s\l H9-068 + Lesson 4.1 Completed.doae - Microsoft Word Table Tools - X
ay -
2/ Home  Iset  Pagelayout  References  Mailings  Review  View Design | Layout (2]

% E i‘ﬂ El ﬁ % ﬂj E — ﬂ % % 8 Heights 015+ | HE Distribute Rows E‘zj g |] ‘%l ) m; ﬁ

Select  View Properties | Delete | Insert Insert Insert Insert | WMerge Split  Split || Autofit | (=l yyigthe 063" 2| ™ Distribute Columns Text  Cell sot  Repest  Conwert|Formula
Gridlines - mbove Below Left Right | Cells  Cells  Table - = 1= I pirection margins Header Rows to Text W%
Table Rows & Columns & Merge Cell Size ] Alignment Data

Add a formula to a cell to perform
a simple calculation, such as
AWERAGE, SUM, ar COUNT,

Jan |1 28

5 Feb | 2 23
Mar | 3.5 24
Apr | z.7 25
May | 1.9 26 I
Jun |11 27

B Jul | o3 28
Aug |1 27.5
Sep | 1.7 27
Oct | 2.4 26.5
Nev | 3.1 26
Dec | 3.8 25.5

I

Word will automatically choose the formula that it thinks is best; in this case, it will add up all
the figures above the current cell, which is exactly what we want it to do. (You can also clear
the Formula box and type whatever formula you like, or use the Paste Function drop-down to
insert a function. Word’s formulas require the format =FUNCTION(CELLS).)

Formula

Eorrmula:
|=SUM{ABOVE) |

Murmber Format:

| v

Paste function:

| vl

I 8] 4 ][ Cancel ]
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Once you click OK, the results will be inserted into the cell. If your data changes at any time,
simply click in the cell and press F9 on your keyboard to refresh the data.

Jan |1 28
Feb | 2 23
Mar | 3.5 24
Apr | 2.7 25
May | 1.9 26
Jun |11 27
Jul | o3 28
Aug |1 27.5
Sap | 1.7 27
Qct | 2.4 26,5
MNov | 3.1 26
Dec | 3.8 25,5
24.5
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Using the Quick Style Gallery

A style is a saved set of formatting options. For example, you may have particular text that you
want to use for major headings, minor headings, and sub-headings. Microsoft Word allows you
to save this formatting and apply it over and over again, saving you tons of time and ensuring
that your document remains consistent.

Microsoft Office Word 2007 has taken this feature and gone a step further. It offers 11 Quick

Style sets, each with distinctive formatting. It also offers font sets and color schemes so that
you can mix and match to produce a document that really reflects you.

Understanding Styles

There are several types of styles:

Character (@) These styles can be applied to individual characters.
Paragraph (1) These styles must be applied to entire paragraphs.

Linked Paragraph and Character (¥) Contains both a paragraph style and a character style
that are linked.

Table Contains formatting particular to tables.
List Contains formatting particular to lists.
Applying a Style

To apply a style, simply select the text that you want to change and click the appropriate style
from the Quick Style gallery.

D\ Hd2-0& )+ The Pace of Change.doc - Microsoft Word - a
—" | Home | Insert  Pagelayout  References  Mailings  Review  View (7]
= # cut . mirorciieniie z= =4 f \ A 34 Find
B cany Cambria (Heading) - |14 - |{GACEAR| [l = BT samacne ssmbcon: |AaBbCi| AaBbce aamhcer aambcen - A [ r—
F - Sac
Paste E : Asz-||7- A - = = i i f _ Change
S o Format Palnter B|J U -abe x, ¢ Aa-|¥~ A < THormal WMo Spaci. Head|E§1 Heading 2 Heading 3 Heading 4 = SMESQV s Select~
Clipboard i Font i Paragraph i Styles || Editing
1---|-"g---l-"1---|-"z---l-"3---|-"4""Headmgl|"'l“‘B"'A“‘T"'

|| Pl

The Pace of Change
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If you don’t see a style that you like, click the arrows to the right of the gallery to see more
styles. Note that you will see a preview of each style as you mouse over it.

|:ﬂ-, Hd92-08 - The Face of Change.doc - Microsoft Word - 2 X
a =
= R i Gslsst R Meies R wiEw (7}
= & Cut . s G e =] A Find ~
B B3 Cony Calibri [Body) 11 & 0|2 3= - = | = =T 43BbCeDe || 4aBbCcDe AaBhCi AaBbCc AaBbCcl AaBblcD 2 peplace

3 fac
Faste | - a2 A ] = === [ i i Change
5 F Format Fainter B J U -abe x, 3¢ Aa-||¥~ A == === d- = THarmal | THoSpaci.. Headingl Heading 2  Heading3  Heading 4 wesgv s Select~
s & o = el S AAB sespce scpscen Assbcone Aanbrone AaBbCeDe B G
1 E R L L L T\tlek Subtitte  SubtleEm.. Emphasis  IntenseE..  Strong C (in]
B AaBbCeDd AaBbUcDe £4PBCCOC AABBCCDL AABBOCDE 2aBhCcDe
Quote  Intense Q.. Subtle Ref.. IntenseR.. BookTile  WListPara..
_ Save Selection as a Mew Quick Stule,.
- 42, Clear Formatting
‘."a Apply Styles,., 1
= I

If you have used a style in multiple places and want to make a modification to all text of that
type, right-click the style in question and click “Select all x instances.”

A&‘ 44 Find ~
83BbCcDe 42BbCeDe AaBbCi AaBbCc |AaBbCpmt-nme-n
Update Heading 3 to Match Selection

N4 Modify.,

T Marmal Mo spacing  Headingl  Heading 2 Heading

Sl Select &)l 6 Instﬁce[s]

Rename...

Rernove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Now you can make formatting changes and they will be applied to all instances of that style. If
you don’t know what style you used, place your cursor inside the text and use the Select menu
on the Home ribbon to select all text with the same formatting.

Ly Select =

Lg | delect Dbhjects
Select Text with Zimilar Formatting R

SR Select All
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Changing Text’s Style

If you later decide to change the style of the text, simply select it and choose another style from

the gallery.

."E;;\‘t H9-v& - The Pace of Change.docx - Microsoft Word

4
Hiome Insert

Fage layout  Refererces  Mallings  Review  Wiew
=t Cambria (Head -l -|[An a|[e) 3
et ambria (Heading:) A" x| 2 238bCeDe 4aBbCeDe | AaBbCi| AaBbCc AaBbCel AaBbCeD
Paste f = |27~ A ||
S Formatpamter || B U abe x, o Aac|[#7- A THormal Mg Spadi.. | Headingl | Heading 2 Heading 3 Heading 4
Clizboaid & hony & atacrabhy " AADB asspoe acescen acsbccon aasbrene AaBbCeDe
R g SHUEECHL NN N ECH CHCHCHCEECEC R S T\tl% Subtitle  SubtleEm.. Emphasis  Intense E..  Strong
AABBOCDC  43BRCED

N AgBbCeln  AeBbCcf 22BRCCOC AABBCCDC
Quite Intense Q.. Subte Ref... Intense R..

Save Selection as a Mew Quick Style...
&L Clear Formatting

4, spply Styles...

Book Title

WList Para...

The Pace of Change

Removing a Style from Text

% &4 Find ~

22 Replace
Change

Styles+ || bg Select~
& || Editing

© =

S

To remove formatting from text, select it and click the Clear Formatting icon on the Font chunk
of the Home ribbon, or use the Clear Formatting command in the Quick Style gallery.

Calibri [Body) -l A AT saBbCeDe aaBbocDe | AaBbC AaBbCc &aBhCcel
B 7 U - abe % x* Aa'lla'—v' A - TMarmal  THo Spad.. | Heading 1 | Heading 2 Heading 3
Fant [ AAQD aaspce acspcenc acsboene aasbrenc

Title Subtitle Subtle Em...  Emphasis Intense E...

AgBhlcly AgBbCeoix  £2BBCCOC AABBCCDC AaBBCCDL

Quote Intense Q... Subtle Ref.. Intense R.. Book Title

Save Selection as a Mew Quick Style..,
=4 Elear Formatting %
T Apply Syles..,

AaBbCch
Heading 4

AaBbCcDr
Straong

&3BhCcOc
T List Para..,

You can also select the text and apply the Normal style.

23BhCcDe | aaBbCeDe | AaBbCi| AaBbCc AaBhCcl AaBbCeD

T Nn:nrm{:% TMo Spaci.. | Heading 1 Heading 2 Heading 3 Heading 4

AaB daBhCeo, AgBhicih AgBbCcelh  AaBbCcik AaBbCoDe

Title Subtitle Subtle Em., Emphasis Intense E.. strong
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Using the Apply Styles Window

The last command on the Quick Style gallery menu is Apply Styles.

AaBbCc AaBbCcl AaBblcD
Heading 2 Heading 3 Heading 4

AaBbC

Heading 1

LabhCeDe &aBhicchc
TrMarmal  THo Spadi...

Aa]j daBblc. dAoBblcin dAaBbCchi AaBbich: AaBbCcDe
Title Subtitle Subtle Em.. Emphasis Intense E.. Strong

AaBhlcly AafbCelle LABRBCCOC AABBCCDC AABBCCDC  2aBhCcDe
Quote Intense Q... Subtle Ref... Intense R.. Book Title  TList Para..,

Sawe Selection as a Mew Quick Shyle..,
=, Llear Formatting

H,  Apply Styles,., %

If you click this command, you will see this window pop up on the Word screen:

Apply Styles v
Skyle Mame:
Heading 1 W

[ Reapply ] [ Maodify. .. ]

AutoComplete style names

This provides a quick, easy way to apply styles. Simply choose a Style Name, either by typing or

by choosing one from the drop-down menu.
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Changing Your Styles

In this lesson, we’ll learn how to change your style set, your color scheme, and your font
scheme.

Changing Your Style Set

Microsoft Office Word 2007 offers 11 style sets, each with a font for headings and for the body.
Each style set also has different formatting for each built-in style. To change your style set, click
Change Styles on the Home ribbon, choose Style Set, and click a style set. Note that as you
mouse over each set, you will see a preview applied to your document. Also note that a

document can only have one style set applied to it at a time, although you can change the set
whenever you like. .

On) ' & )+ The Face of Change.doc - Microsoft Word - 2 X
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=/ | Home | et Pagelmout  References  Maiings  Review  View @
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e

Paste = |- A== ==& - _ |ehange
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LF} LF} LF} 'y
liELoid hort Paragraph Detault (Black and White) A styleset  »
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- Faney Setas Default

. Fomal [

. Manuscript

Modern

Simple
Traditional

: THE PACE OF CHANGE| ...

Wiord 2007

Reset to Quick Styles from Template

Save as Quick Style Set..,

THE TREND OF CHANGE

Traditionally, changewas a short burst of disruption followed by a longer period of stable
operations. Today, there are no longer any rest periods; changeis continuousand enormous.

Discuss:
«  What are the implications of this trend for your organization?

+ Howwillit affect yourrole?

REACTIONS TO CHANGE

% People react differently to change.

THE INNOVATORS will be those who want to try new ways of doing things or who have
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Changing Your Color Scheme

If you like the style that you’re using, but you just want some new colors, choose the Colors
option on the Change Styles menu.
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g Discuss:
e Whatare the implications of this trend for your organization?
R o Howwillitaffectyourrole?
-
Reactions to Change
- People react differently to change.
The Innovators will be those who want to try new ways of doing things or who have responsibility for
_ continuousimprovement. Theywill be pushing for change. :
(2

Once again, as you mouse over each color option, you will see the colors in your document
change. When you’ve found a color scheme that you like, click it to apply it.
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If you don’t like any of the color schemes, click the “Create New Theme Colors” option at the
bottom of the Colors menu. This will open a dialogue allowing you to create your own color
scheme.

Create Mew Theme Colors

Therne colars
TextiBackground - Dark, 1
TextiBackaraund - Light 1
TextiBackground - Dark 2

TextiBackaraund - Light 2

Accent 1 .
Hyperlink

fccent 2 Hryerlink:

Accent 3

Accent 4

Accent 5

Accent o

Hyperlink,

Eallowed Hyperlink

Mame: |Custom 1 |

Save l [ Cancel ]
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Changing Your Font Scheme

As we mentioned earlier, you can also change your font scheme independently of the styles or
the color schemes. To do this, choose Fonts from the Change Styles menu and click a font set
from the list. As with other style components, you will see a preview applied to your document
as you mouse over the options.
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As with colors, you have the option to create your own theme fonts.
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Making Changes Permanent

If you’ve gone to the trouble of selecting a style set and modifying its colors and fonts so that it
suits you perfectly, you can make these settings the default so that they are used for all new
documents. To do this, click the Change Styles button and click Set as Default.

=

hange
Syles =
o Style Set »
n Colors [
Fonts L4

Set as Default

Be careful when using this command; there will be no prompt to confirm the action and
although you can return to the default settings at any time (Word 2007 style, Office color
scheme, Cambria and Calibri fonts), there is no Reset button.
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Using the Styles Pane

So far, we have worked with styles using the Quick Style gallery. In this lesson, we’re going to
take a look at the Styles Pane, the tool used to manage styles in previous versions of Word.
We’'ll learn how to apply, update, modify, and delete styles using this tool.

Inkense Quoke

Styles v X
Clear all >
Morrmal T
Sub-Session T
Sub-Title 1a
Suggeskion Ta
Mo Spacing a
Heading 1 Ta
Heading 2 a
Heading 3 a
Heading 4 1a
Title Ta
Subtitle Ta
Subkle Emphasis a
Emphasis a
Inkense Emphasis a
Skrong a
Qunte Ta

Ta
d

Subkle Reference

£

[ ] Shiow Preview
[ ] Disable Linked Styles

Cptions. .,

Opening the Styles Task Pane

Opening the Styles task pane is easy. Just click the option button in the Styles chunk on the
Home ribbon.

£3BbCeDr | 2aBbCeDe AaBbCy AaBbCc '%

THormal | THo Spaci.. Headingl Heading2 - thange
Shyles =

Shyles
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Using the Styles Task Pane

Let’s take a closer look at the task pane that opens when you click that option button.

Styles 1 v

Clear All

Marral '1T|
Mo Spacing Ta
Heading 1 a
Heading 2 Ta
Heading 3 Ta
Heading Ta
Title 1a
Subtitle Ta
Subkle Emphasis a
Emphasis a
Inkense Emphasis a
Skrong da
Quoke Ta
Inkense Quoke Ta
Subtle Reference a
Intense Reference a
Biook, Tikle a
Lisk Paragraph T

[ ] showe Preview 3

[ ] Disable Linked Styles

Cptions..,
456 7

Let’s take a look at the different parts of this pane.

1 Task Pane Click the down arrow in the title bar to move, resize, or close the pane.
(You can also use the X to close the pane.)

2 Style List This is the list of styles. The icon next to each style denotes what type
of style it is. Simply select text and click the style to apply it.

3 Options Enable or disable style preview (so that the list entry shows what the
style will look like) and linked styles.

4 New Style Click this button to create a new style. (We'll cover this in detail in a
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5 Style Inspector

6 Manage Styles

7 Options

Word 2007 Intermediate Reference

moment.)

Click this button to dissect the text around where the cursor is

currently placed.

Opens the Manage Styles dialogue, which we will cover later on.

Control various aspects of the Styles pane.

Now that you know how to view your styles, let’s look at customizing them.

Applying Styles

Applying a style is easy. Just select your text and click the style you want to apply from the

styles pane.
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You can also use styles the same way you use other formatting: turn the style on, type your

The Pace of Changs

The Trend of Change

Traditionally, change was a short burst of disruption
Today, there are nolonger any rest periods; change

Discuss:
*  Whatare the implications of this trend fory,

o Howwillitaffectyourrole?
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text, and then turn the style off. The style you are currently using will be displayed in the pane.
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Remember, you can only use one paragraph style at a time. For example, your text cannot be
both Heading 1 and Heading 2, unless you create a style to combine those elements. (We’ll get

to creating styles in a moment.)

Modifying a Style

There are a few ways to modify a style. One way is to format a section of text the way that you
want the new style to appear. Then, select the text, right-click the style, and click Update to
Match Selection. (You can also perform this command from the Quick Style gallery.)

Styles * X
Cleat Al
Mormal T
The Pace of Change Ho Spacing 1
| Heading 1 v|

Update Heading 1 to Match Selection
The Trend of Change S Modify..
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Lisk Paragraph

A g ool R e w

o Howwillitaffectyourrole?
[] show Preview

[] pisable Linked Styles

Ciptions. ..

Reactions to Change

The heading will then automatically be modified to include the new formatting.
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You can also right-click the style and click Modify.

Styles v
Clear all
Maormal T
Mo Spacing Ia

I Heading 1 L

Update Heading 1 to Match Selection
4 Modify... %
Select &l 1Instance(s)

Clear Farmatting of 1 Instance(s)

Delete Heading 1...

Remove from Quick Style Gallery

You will then see this dialogue:

Modify Style

Properties
Marmne: |Heading 1 |
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Style For following paragraph: | T Mormal A |

Farmatking

|Cambria (Headings, w || 14

The Pace of Change

Font: (Default) +Headings, 14 pt, Bold, Fonk color: Accent 1, Space Before: 24 pt, After: O pt, Keep

with next, Keep lines together, Level 1, Stvle: Linked, Quick Stvle, Priority: 10, Based on: Marmal,
Following style: Mormal

add ko Quick Style list [ Aukomatically update
(%) Only in this document () Mew documents based on this template

o

] [ Cancel
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The formatting options in this dialogue box will reflect whatever is already set for this style.

The first four options allow you to set the properties for the style.

Name This is the name that will be displayed in the styles list
(menu or task pane). You should change this name if you
do not want your current style to be overwritten.

Style type This menu allows you to choose what item your style will
apply to: paragraph, character, table, or list. For our
purposes, we’re going to focus on paragraph styles for
now.

Style based on Choose which style you want to use as a starting point.

Style for following paragraph Choose the style for the paragraph after the current style
ends.

Then, the formatting options allow you to set the specifics for your style. You can set typical
formatting options from here, including font type and size; effects like bold, underline, and
italics; font color; text alignment and spacing; and indents.
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Modify Style
Properties

Hame: Heading 1

Style based on: A Mormal

Style For Following paragraph: A Mormal W
Farrnatking
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£dd ko Quick Style list [ ] Aukomatically update
(%) Snly in this document () Mew documents based on this bemplate

ik ] ’ Cancel

The checkboxes along the bottom provide these options:

Add to Quick Style list

Automatically update

Only in this document

New documents based
on this template

Adds this style to the Quick Style gallery.

When you make a manual formatting adjustment in to text
that has this style applied, the adjustment will be applied
directly to the style. (This option is recommended for
experienced style users only.)

Ensures the current style is only available in this document.

Add the current style to the current template.
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You can also click the Format button to see a list of other options.

Font...
Paragraph...
Tabs..,
Eorder...
Language...
Frame...
Murnbeting...

Shortout key...

You can click any of the options listed in the menu for that dialogue box to open. (For example,
if you clicked Border, the Borders and Shading dialogue would open.) The options you set will
then be added to your style.

Once you are done configuring your style, click the OK button to save your changes, or click
Cancel to discard them.

If you click OK, your style will be displayed in the styles task pane. Unless you have chosen to
add it to the current template, however, it will not be available outside this document.

If you modify a selection that is in use and overwrite it, your changes will apply to all the text
that has that existing style. Let’s say you modify the Heading 1 style so that it has red text using
the Algerian font face, size 14, with bold italics. Now, every instance of Heading 1 will have this
formatting. This is the real power of styles: you can change the formatting of many parts of
your document with just one series of commands.
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Deleting a Style

You can delete a style by right-clicking it in the task pane and clicking Delete. (Note that you
cannot delete the default styles. If you are able to click Delete on a default style, it means that it
will be reset to the default settings, removing any formatting changes.)

Styles v
Clear all
Mormal T
I Mo Spacing W

Update Mo Spacing to Match Selection
4 Modify..
Select Al Mot Currently Used

Fermowe Al Mot Currently Used
Delete Ma Spacing..
Femowe from Quick %Ie Gallery

This will also delete any styles that were based on it. As for the text, it will be returned to the
style that the deleted style was based on. If there is no such style, it will be returned to the
normal style.
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Modifying Style Pane Options

Let’s take a look at the options at the bottom of the style pane. The first option lets you see a
preview of each style in the Styles pane.

Styles v X
F
Clear ol
Mormal T
Mo Spacing Ta

Heading 1 13

Heading 2 b
Heading 3 i
Heading 4 Ta
Title E
Subtitle Ta
Subtle Emphasis a
Emphasis a

Shiow Presiew
|| Disable Linked Styles

Cptions. .,

The second option disables linked styles.

For more advanced settings, click the Options link at the bottom of the Styles pane.

Show Previem
[ ] pisable Linked Styles

Q&?‘\pgf
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You will then see this dialogue:

Style Pane Options

Select styles to show:

F.ecommended v
Select haw lisk is sorted:

As Recommended v

Select Formatting to show as stvles:
[ ] Paragraph level Farmatting
[ Font Formatting
[ ] Bullet and nurbeting Formatting

Select how built-in style names are shown
Show next heading when previous level is used
[ ] Hide built-in name when alkernate name exists

(%) Snly in this document () Mew documents based on this bemplate

5 o

Here, you can choose what styles to show and how the list is sorted. You can also show
formatting as styles; this option was enabled in older versions of Word. And, you can choose

how built-in style names are shown, and if the options should be applied to this document only

or all new documents based on this template. Once you’re ready, click OK.
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Now that we’ve mastered the basics of styles, we’re going to take a look at some more
advanced tasks, including creating styles, using the Style Inspector, managing styles, and
modifying the Quick Style gallery.

Creating Styles from Existing Text

If you want to create your own style, the easiest way to do so is to select text that contains the
proper formatting. Then, click the arrow next to the Quick Style gallery and click Save Selection

as a New Quick Style.

(Ca) 9 - 08 )+

-
—/ | Home | Insert  Pagelayout  References  Mailings
== Cut Sl
& Stendl NEERrSN
o 8 capy -
aste | - - - |2 - {111
2 o Format Painter || (CEE0E SR 5t A =
Clipboard n Font =
[———

The Pace of Change.docx - Microseft Word

ieanr

Review

23BhCeDe  LaBbCeDe

T Mormal Mo Spacing

AaB| asssce

Title

Faragraph &

S L Subtitle

AaBbCeik  AaBhTcik

Quate

Intense Q...

AaBbCi

Heading 1

AaBbCeik
Subtle Em...

SARBCCOC
Subtle Ref...

Save Selection a3 3 New Quick Style...

Clear Formatting

* (E

H, | Apply Styles...

AaBbCc AaBbCel AaBbCcD %

Heading 2 Heading 3 Heading 4 Change
Styles~

AeBbCoD AanbTcne AaBbCEDU E

Emphasis  IntenseE..  Strang

BABBCIDE AABBOCDE 4aBbcDe |

Intense R.. BookTitle  TlistPara.

It

Save Selection as a Mew Quick Style

Create a new style based on

TIBIE PACIE QIE CISLANGE

formatting of the crrently selected
text and add it to the GQuick Style
set currently in use,

4 Find ~

a5 Replace

lg select -
Editing

You will then be asked to give the style a name and confirm its appearance. (If you want to
change the appearance, click Modify.) Once you click OK, the style will appear in the Quick Style

gallery.

o o o o o o

by Title

T Marmal
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Mo Spacing

AaBbCi

Heading 1

Shyles
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|
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Creating Styles Using the Task Pane

You can also create your own style with the Styles task pane. One way is to right-click an
existing style, click Modify, and then give the style a new name in the Modify dialogue. (See
Lesson 5.3 for more details.)

If, however, you want to start from a clean slate, click the New Style button at the bottom of
the Styles pane.

[ ] show Preview
[] Disable Linked Styles

Opkions. ..

You will then see a dialogue very similar to the Modify Style dialogue. Note that the settings
here will be based on the text around your current cursor position. Simply name your style,
choose the formatting that you want, and click OK to save it.

Create Mew Style from Formatting

Properties
Marmne: Stylel
Skyle bype; Paragraph w
Styvle based on; T Mormal w
Style For Following paragraph: T Stylel w
Farmatting
Calibri (Body) w11 || B T 0O Automatic v

-

W
»

1
Ak
il
A
|

sample Text 58 mple TextSamphk Text Sample Textsamplk Text Sample Text Samplk Text5a mple Text
samplke Text Samplke TextSampk Text Sample Textsamplk Text Sample Text Samplk TextSample Text
Samplke Text 5ample TextS5ampk Text Sample Text Sample Text

Skyle: Quick Style, Based on: Mormal

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

I Ok ] ’ Cancel
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Modifying the Quick Style Gallery

One of the great things about the Quick Style gallery is that it’'s easily customizable. To remove

a style from it, right-click the style and click “Remove From Quick Style Gallery.” (You can also

perform this command from the Styles pane.)

AaBbCc AaBhbCcl

BB B asebcene aaBbceDe AaBbC
My Title Update My Title to Match Selection iding 2

4 Modify...
Select &)1 1 Instance[s]

Rename...
Remowe from Quick Style G%&r‘y
Add Gallery to Quick Access Toolbar

You can also open the Styles pane, right-click any style not included in the gallery, and choose

to add it.

www.microsofttraining.net

Styles -

Body Style T

My Title 3

p%|

Update My Title to Match Selection
Modify..,

Select &l 1Instance[s]

Clear Farmatting of 1 Instance(s)

Rewert to Title..,

Add to Quick tyle Gallery [%
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Using the Style Inspector

The style inspector lets you see exactly what formatting text contains. This can be very useful if
you’ve received a poorly formatted document and you want to see what formatting options
have been used.

To start, place your cursor in the area of text that you want to dissect. Then, click the Style
Inspector command in the Styles task pane.

Styles v o

Body Style T~

[ ray Title 1a|
Marrnal T
- Spacing ﬁ WVWW
e s | T TPAEIE (DIF CIRANDIE
Heading 2 Ta
Heading 3 Ta
Heading 4 Ta
Title 12
Subtitle Ta
Subtle Emphasis a
Emphasis a Change
Intense Emphasis a
Skrong d
Quoke Ia zewas a short burst of disruption followed by alonger pericod of
Intense Quote B | 5longer any rest periods; change is continuous and enormous.
Subtle Reference a
Intense Reference a
Biook Title a

[] shiow Preview
[] Disable Linked Styles

@ Opkions. ..
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Then, you will see a small dialogue appear. This dialogue will show you all aspects of the text’s
formatting.

Skyle Inspector

L
X

Paragraph formatting

..A-
3 o
Title

Plus: {Latin} _Stencil, .ff.ccent 4, |
Wave underling, Qutline, b

TG, PACTE, OF CHIANEE |

Diefault Paragraph Font

¢ &

Flus: =none:z=

As long as the Style Inspector is open, click anywhere to see text’s formatting details. You can
also click the Reveal Formatting command to see more details.

Style Inspector

1
*

Paragraph formatting

&

Marrm al

Plus: <none =

&

Text level formatting

Default Paragraph Font

¢ &

Plus: Stencil, 20 pt, Accent: 4,
Cutline

|Reweal Fu:urmatting|
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This command will open a task pane with the formatting organized into different areas. You can

click the blue links to open the appropriate dialogue.

Reveal Formatting *

Selected text

TS [PACTS [Tk

[ ] compare ko another selection

Formatting of selected text

ElFont
Fonk:
(Default) Stendil —
20 pt
Font colar: Accent 4
Language:
English {LJ.5.)
Effects:
Cutline

|3

FlParagraph

alignrment ;
Left

Indenktakion:
Left; 0"
Right: 0"

Section

Options
[ ] Distinguish skyle source
] show all formatting marks

Managing Styles

If you want more control over the way styles act in your document, click the Manage Styles

command on the Styles task pane.

[ ] show Preview
[ ] Disable Linked Styles
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Then, you will see this dialogue:

Manage Styles

Edit |Eecu:ummend Restrict | Set Defaulks

Sort order: |.ﬁ.s Recommended W | [ ] show recommended skyles only

Select a skyle bo edit

A
2 Style Bulleted Symbol (symbal) Left: 0,25" Hanging: 0.25"
T Sub-Session
T4 Sub-Title
T Suggestion
a
T4 Mo Spacing
Ta Heading 1
T8 Heading 2 (Hide Until Used)

T Heading 3 {Hide Until Used)

|

Previews of Mormal:

(Body

Font: (Default) +Body, Left, Line spacing: Mulkiple 1,15 |, Space After: 10 pk,
weidowCrphan contral, Style: Quick Skyle

Mew Skyle, ..

(%) Only in this document ) Mew documents based on this template

Import/Export...

] [ Cancel

Let’s take a quick look at each tab. All tabs offer the option to save settings for this document or
all documents based on this template, and to export or import styles to or from another
template or document.

Edit Choose how to sort styles. Also offers options to edit and create styles.
Recommend Set advanced sorting and priority options.
Restrict Restrict style and theme usage in the document.

Set Defaults Set the default font and paragraph settings.
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Creating Basic Headers and Footers

Headers and footers are groups of information set apart from the body of your document.
Headers are located at the top of a page while footers are set at the bottom of a page. Headers
and footers can make your document more user-friendly, and make it look polished and
professional. They can also save you a lot of time, as you can make one header or footer look
exactly how you want and then those changes will be applied to headers and footers
throughout the whole document. For example, the title of a book appearing at the top of every
page would probably be set as a header.

Headers and footers are easy to create and edit. However, there are a lot of options you can
customize, so we’re going to spend this entire section just on headers and footers. We’re going
to start by learning how to create, edit, and remove a header or footer. We’re also going to
learn about the Selection Gallery.

Using a Preset Header or Footer

One of Microsoft Office Word 2007’s best new features is pre-designed page components. This
means that you can create a professional-looking header or footer with just a few clicks.

To start, click the Insert ribbon. Then, click the Header or Footer button. Next, click the type of
header or footer that you want to add.

Cﬂﬂ =1 &) Comrmunication Skills.doot - Microsoft Word - 7 X
137 =
—j Home Insert Page Layout References Mailings Reviewr AT L7

owver Page = = =L = yperlin = Quick Parts = ignature Line = quation =
C F; }) > Eﬂ ‘2) H; link 1 A k Part: 5 ture L Equati
. A:= # -
_] Blank Page I—I S e - Bookmatk — - Al wordart - QE, Date & Time L2 symbaol =
= Table Picture  Clip  Shapes Smarttet Chart Header| Footer  Page Text A X
b= Page Break - Art - ] Cross-reference - +~  Mumber~ || Box+ 2= DropcCap~ kg Object -
Pages Tables Hlustrations Links Built-In & | Symbals
b .Q.e..-l---|-‘-z---u---3-Blank E;l
— = -
: [Typstoet]
Blank (Three Columns)
. [’\ocking
- o [Ty toemt] [Typebiest] M
- s Legswinging e [% e e
- *  Tapping

Alphabet

Ifyou sensitize yourself tothese simple cues, o (Type the document title]

feeling more relaxed, at ease, and open with yg

Al 1
These arethe first signals of tension and indicat nnua

nervous, If it escalates, these signals are often f
[Type the document title] | [Year]

” * |ntermittent closing of the eyes

-
- * Slight tucking of the chin intothe chest = it Header
* Shoulder hunching 5L Remowe Header
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(Note the scroll bars on the side of the list; there are over 20 pre-set designs to choose from!)

Once you click an option, the header will be inserted and replicated to every page. All you need
to do is add text where indicated; your changes will be replicated as well. Note that you can
format header and footer text just like you would any other.

d9-08 A Communication Skills.docx - Microsoft Word Header & Footer Toals - & X
Insert I l @

Home Page Layout References Mailings Reviewr AT Cresign

@ Elg %_‘ E Previous Section Different First Page 5& Header fram Top: 0.5" :
e =
- . E‘;Next Section Different Odd & Even Pages t Footer from Bottorn: (0.5 -
Header Footer  Page Date  Quick Picture  Clip Goto Goto o Close Header
- - Number= | &Time FParts = At Header Footer "?a Link to Previous Shiowe Document Text E Insert Slignment Tab and Footer

Header & Footer Insert Mavigation Dptions Position Close

Rocking
Leg swinging
= Tapping

Ifyou sensitize yourself tothese simple cues, over time, people will have the experience of
feeling more relaxed, at ease, and open with you {and to you).

These arethe first signals of tension and indicate that the person feels intruded upon or
nervous. If it escalates, these signals are often followed by:

* Intermittent closing of the eyes
& Slight tucking of the chin into the chest

* Shoulder hunching

Basically, learn to watch for these, and then adjust your approach. Sometimes just taking one

stepback, or ceasing talking and getting the other person totalkto you instead, will be all it

takesto ease the tension.
age: 2 of 12 | Words: 2,030 | o ‘ |

Once you're done, click the Close button on the Header and Footer Tools Design ribbon.

Hd9-0 ﬁ) hd Communication Skills.doce - Microsoft Word ~ Header & Footer Taols - 7 X
Horme Ihsert Page Layout References Mailings Rewiew i ey l’ Cesign ll @
@ . ElE [5': Frevious Section Different First Page 5+ Header fram Top: 05" s |;|
£ +
EE — » Mext Section Different Odd & Even Pages || [l Foater from Bottom: |0.57 :
Header Footer  Page Date  Quick Picture  Clip Goto Goto - Close Header
= + Number~ || &Time Parts+ art || Header Footer @ Link to Previous Show Document Tesxt [3] nsert slignment Tat i) FDU%
Header & Footer Insert Mavigation Options Position Close
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Editing a Header or a Footer

In the example above, we created a simple header. (Note how after the Header and Footer
view is closed, the header appears in lighter text.)

Communication Skills A Guide Acme Widget Campanyl
. [J.m:king
*  |legswinging
=  Tapping

Ifyou sensitize yourself tothese simple cues, over time, people will have the experience of
feeling more relaxed, at ease, and open with you [and to you),

To edit the header or footer, simply double-click any part of the text (even a blank area). This
will re-open the Header and Footer Tools Design ribbon and place your cursor at the beginning
of the header or footer.

Q«a H9-0& ) - Communication Skills.docx - Microsoft Word Header & Footer Tools - =X
)
—/ Haorne Insert Page Layout References Mailings Rewiew Wiy Design L7]
EL j j 3 J Ellal 44' j Previous Section Different First Page 3: Header from Top: 0.5" s B

= = i L = xal z
== H 5 = B4 Bk 55} Mext section Different Odd & Even Pages | £ Footer from Bottom: 0,57 .

Header Footer  Page Date  Quick Picture  Clip Goto Goto . . X Close Header
- *  Mumber= | & Time Parts« At Header Footer 5o Linkto Previous V| Show Document Text ] Insert Alignment Tab and Footer
Header & Footer Insert Mavigation Optians Pasition Close
L e S B S - B R B I R I - R S e e &

L b [im]
EssentiallCommunication Skills A Guide Acme Widget Company [§:|
Header s Rocking
5 = Leg swinging
'_ - Tapping

When you’re done, click the Close button on the Design ribbon.
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Adding a Header or Footer to the Gallery

If you like, you can add your header or footer to the selection gallery. This way, it will be
available for future documents.

First, double-click the header or footer that you want to add. Then, select all the parts that you
want for future documents. Next, click the Header or Footer button (depending on what you
want the selection to be saved as). Now, click Save Selection to Gallery.

,/D]n = RS @ & Communication Skills.doct - Microsoft Word Header & Footer Tools - 2 X
- Horme Ihsert Page Layout References Mailings Review et Design L7
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il 2155 = = #
Elank Page Bookmark = Wordart - Date & Time Swmbol =
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= Table Picture Clip  Shapes Smartset Chart Header [Footer | Page Text - X
b= Page Break - Art - '] Cross-reference - +  |Mumber= || Box= &= Drop Cap bgd Object
Pages Tables Ilustrations Links HEi  Built-In I3
1"'I"'E'"I"'1'"I"'Z"'I"'B'J_'I'Blank
[Tye test
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* Shoulder hunching
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Basically, learn to watch for these, and then adjust your approach, Sermetimes just taking one
step back, or ceasing talking and getting the other person to talkto you instead, will be allit

takesto ease the tension.
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You will then be prompted to confirm the header or footer information. We haven’t covered
building blocks yet, so we suggest that you just click OK to this dialogue.

Create New Building Block

Marne: |Essential Cormrnunicakion |

taallery: |Fu:u:uters W |

Cakegory: |General w |

Descripkion:

Save in: |Bui||:|in|;| Blocks, dokx:; W |

Options: |Insert conkent anly W |
[ (] 4 l [ Cancel ]

Once you click OK, you should see your header or footer in the appropriate menu.

Transcend (Odd Page)

General

Essential Communication

Fasantial Camewrication Shilk A Gt ﬁumu%ﬂ Coamjuny

Edit Footer
Remove Footer

_qh Sawe Selection to Footer Gallerny...
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Navigating Through Headers and Footers

We haven’t looked much at the Header and Footer Tools Design ribbon since we’re going to
focus on it in the next lesson. However, let’s take a quick look at the Navigation chunk.

JI j Previous Section

5T, Mext Section

Goto Goto oo
Header Footer ‘%}%Link to Previous

Mavigation
The first two buttons let you toggle between the header and the footer. Then, you have

commands to navigate between sections. (For more information on sections, see Lesson 2.4.)
Last, you have a Link to Previous command, which we’ll explore in Lesson 3.4.

Removing a Header or a Footer

To remove a header or a footer, you can do one of two things. If it’s just text, you can delete it.
If there are more elements, it’s easiest to use the Header or the Footer menu.

First, double-click the header or footer that you want to remove to place your cursor there.

Then, click the Insert ribbon and click the Header menu or the Footer menu (depending on
what you want to delete) and click Remove Header or Remove Footer.

| Type the decument tithe

Annual

[Type the document title] | [Year]

= | EditHeader

=l Remowe Header [;

| Femowve Header |
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Using the Header and Footer Tools Design Ribbon

In the last lesson, we used a few commands on the special ribbon that opens when we create a
header or footer. In this lesson, we’ll take a closer look at the ribbon.

Header & Footer Tools

Lesign

j j j & J Elal 4 _'l_': Previous Section Different First Page -3» Header fram Tap: 0.5" - E
= = ) by = Gl X -
— = i &/ = I—I BE _'l_", Mext Section Different Odd & Even Pages | =5+ Footer from Bottor: | 0.5" =
Header Footer  Page Date  Quick Pickure  Clip Goto Goto Close Header
- - Mumber= || &Time Parts~ Ak Header Footer & Lifk to Previous V| Showe Document Text :] Insert &lignment Tab and Footer
Header & Footer Ihsert Mavigation Options Position Close

Header and Footer Tools

Use this section to add or change a header or footer. (These are the same menus you will find
on the Insert ribbon.) You can also choose from pre-designed page numbers.

6B

Header Footer Page
i b Mumber

Header & Footer

Insert Commands

Here you will find commands to add the date and time, Quick Parts (including document
properties and fields), and graphics to your header or footer. (We’ll look at these commands in
more detail in Lesson 3.4.)

SEN
—?_IJQI_IJJ

Date  Quick Picture  Clip
2 Time Parts - Art

Insert
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Navigation Commands

We learned about this chunk in the last section.

J, j Prewious Section
) 5, Mext Section
Goto
Footer '%4 Link to Previous

Mavigation

The first two buttons let you toggle between the header and the footer. Then, you have
commands to navigate between sections. (For more information on sections, see Lesson 2.4.)
Last, you have a Link to Previous command, which we’ll explore in Lesson 3.4.

Header and Footer Options
Our next chunk lets us control how your header or footer will behave.

Different First Page
Different Odd & Even Pages
| Show Document Text
Options

You can choose to have a different header or footer for your first page and/or for odd and even

pages. You can also choose to show or hide document text when editing the header/footer.

Position Options

This chunk lets you control the exact position of the header and the footer on the page. You can

also align text, which we’ll learn about in Lesson 3.4.

=3+ Header fram Top: 05"

4 F 4 F

ﬂ Insert &lignment Tab

Position
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Closing Header and Footer View

The last option lets you close Header and Footer view.

X

Close Header
and Footer

Clase
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Inserting Page Numbers

So far, we’ve learned how to insert headers and footers. But what if you just want plain old
page numbers? That’s just what we’re going to learn in this section.

Before we get started, let’s go over a few basic points. First, page numbers are treated as
headers and footers, as they typically go at the top or bottom of the page. Second, you can

format page numbers as you would other text. Last, you should always use Word’s automatic
page numbering feature rather than trying to number the pages yourself.

Inserting Page Numbers

You can add page numbers from the Insert ribbon or the Header and Footer Tools Design

ribbon. On either ribbon, when you click the Page Numbers command, you will see this menu:

Mumber

Top of Page 2
Bottom of Page b
Page Margins b
Current Position b
Format Page Mumbers...

Femowve Page Numbers:

DD D
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When you choose where you want your page number to go (top or bottom of page, or in the
margin), you will see another menu:

Simple ~ | #] Top of Page »
Plain Mumber 1 | EBottom of Page r
k] Page Margins 3

! #] | Current Pasition b

Format Page Mumbers...

Bemove Page Mumbers

L

Plain Humber 2

Plain Mumber 3

Page X
Accent Bar 1
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You can also click the Current Position menu to see only those styles that have text in the
current position of your cursor.

Top of Page
Eottom of Page
Page Margins

Current Position

BB B E

Format Page Mumbers...

Remowve Page Murmbers

iz

Plain Number

1

Page X
Accent Bar 1

10F

Accent Bar 2

R

fﬁ LSawe Selection to Page Mumber Galleny...

Simple -~

Just like pre-designed headers or footers, simply click the style that you want to apply.

www.microsofttraining.net
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Changing Page Numbers

Like headers and footers, you can choose another page number style from the Page Number
menu at any time.

Simple -

Plain Mumber 1 E|

Plain Mumber 2

X

Plain Mumber 2

Mumber with no farmatting or
| accents

Plain Mumber 3

Page X
Accent Bar 1
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You can format page numbers as you would any other text. Simply select it and format it.

N BT Dk

Table of Contents.doce - Microsoft Word

Header & Footer Tools - 5 X
i
_,/ Horme Insert Page Layout References Mailings Rewigw Wi Design L7
= & - . e @ 33 Find ~
= y Eallonl(5oct) w - A A% 4aBbCcD 4aBbCeDr AaBhCi AaBhCc ‘% 8 Repiace
E Lac
Paste - 2 ~||aB2 - - i i i _ Change
' ] 'B I O abe X, X° Aa Ila’ A | TrHaormal  Tho Spac..  Headingl  Heading2 - Stylesg' [t Select -
Cliphoard ™= Fant F} Faragraph (Fi Shyles F} Editing
- - g I T - R - T R T - T R S B R S A -

And, if you create a selection that you would like to use later, you can save the selected page
number to the gallery, using either the Top of Page or the Bottom of Page menu.

Page X
Accent Bar 1

-

fth Save Selection as Page Mumber [Bottom)

b

If you want to change the style of numbers, open the Page Number menu. Here, you will see a
command to format page numbers.

[2  Top of Page b
[Z] Bottom of Page k
k2 Page Margins 3
#]  Current Positian 3
ﬁ} Eormat Page Mumbers,, |
ﬂ Bemowve Page Mumbers
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When you click this command, you will see this dialogue:

Page Humber Format

Mumber Format:

[ ] Include chapter number

Page numbering

(%) Continue From previous section

{:} Skart at: |:|

[ Ok l[ Cancel ]

Here, you can choose a number format, choose how to number the pages, and choose to
include a chapter number. (These settings can be modified at any time.)

Removing Page Numbers

To remove your page numbers, click to place your cursor in the set of page numbers that you
want to remove. (Remember, different sections can have different page numbers. If you don’t
have different sections, then it doesn’t matter where your cursor is.) Then, click the Page

Number command on either the Insert ribbon or the Header and Footer Tools Design ribbon
and click Remove Page Numbers.

[ Top of Page 3
[Z] Bottom of Page 3
k< = Page Margins 3
=] Current Position 3
ﬁ:‘ Eormat Page Mumbers..,
i}. Remowve Page Mumbers %
www.microsofttraining.net Tel: 0208 682 4973
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Doing More with Headers and Footers

In Lesson 3.2, we learned about the neat things you can do with the Header and Footer Tools
Design ribbon. In this lesson, we'll take a closer look at how to use those features.

125112006
First Page Header -Section 1-

Jue Smith

Aligning Text

The best way to align text in a header or footer is to use the Insert Alignment Tab command on
the Header and Footer Tools Design ribbon. First, click to place your cursor in front of the text
that you want to align. Then, click Insert Alignment Tab.

,/ ’3\| =9~ @ = Lesson 2.4.docd - Microsoft Word Header & Footer Taals - 2 X
+] =
_,/ Home Insert Page Layout References Mailings Review “Wiewn Cresign L7)]
E 5 5 5 &+ = J ElE j Presious Section V| Different First Page 3: Header fram Top: 05" s E
= = —"Ll = i =
= = 2 = HE p Mext Section Different Odd & Ewen Pages ::v Footer from Bottom: 0.5" =
Header Footer  Page Date  Quick PFicture  Clip Goto Goto oo . Close Header
- - Mumber= || &Time Parts~ At Header Footer Link to Previous V| Show Document Text :1 InsertAIlgnm[:%:Tab and Footer
Header & Footer Insert Mavigation Crptions Posttion Close

1"""'5"'"'1"""'2"""'3'J.""4'"""5'""‘]nsellmignmenl'lab iz

Insert a tab skop to help align

content within the header or
foater,

kas112006

First Page Header -Section 1-
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In the dialogue that opens, you can choose an alignment and a leader (characters that will fill

Word 2007 Intermediate Reference

the space between the margin and the text).

Alignimenkt
O Left Centerl O Right
Align relative to:
Leader
®1iMone 2. O3
O4 g
I ok l [ Cancel ]

Once you click OK, your header will be aligned.

First Page Header -Section 1-

Adding Graphics

To add a graphic, first click where you want to place the image. Then, click either the Picture or
the ClipArt button on the Insert chunk of the Header and Footer Tools Design ribbon. (You can
also use the commands on the Insert ribbon.)

www.microsofttraining.net

Bl
?5 j — W

Date  Quick JPicture  Clip
& Tirme Parts - At

Insert
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If you choose the Picture command, a dialogue will open so that you can browse to and choose
your picture.

Insert Picture

Lawok in: |E| Section 3 v| @-0h | X o E-
@ Farmily
Deskiop
Iy Mebwark,
Places

My Docurments

My Recent
Documents

File narne: | i |

Files of bype: |.C\II Pictures (*,emf;* wmf;* jpg;*. pe; ™ Fif;*, pe;®. prg;® brap * . dib;* rle;* bmz;*, gif*.of a; ™ emz |

Tools - I Insert r\r-l [ Cancel
2,

If you choose the ClipArt command, you will see a task pane so that you can search for a
suitable photo. When you find a good picture, simply click it to insert it.

il | @

Clip Art v X
Seatch Faor:

|meeting | [ G0 l

Search in:

|.ﬁ.II collections v |

Results should be;

|Se|ected media file bvpes W |

3, businesses..,
ixels, 28 KB, WWhiF

business meetin
262 [wi x 244 [h)

N |
=2 &D

e - | [@

= IO
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Note that you can resize photos simply by dragging the edges. Despite what you may see, the
header or footer will adjust to accommodate the new size.

You can also use the Alignment Tab commands to align your photo.

Inserting the Date and Time

You can also add the current date and time to your header or footer with the Header and
Footer Tools Design ribbon.

ezl BEE ElE
ELi ﬁ il |
CQuick  Picture  Clip
F Timefl Parts - ity

Insert
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When you click this command, you will see this dialogue:

Date and Time EWE

fvvailable Formats: Language;

2{11/2006 ‘Englsh {L1.5.) v|
Maonday, December 11, 2006

December 11, 2006
12411)06

2006-12-11

11-Dec-06

12.11.2006

Dec, 11, 06

11 December 2006
Decermber 06

Dec-06

121172006 1:02 PM
121172006 1;02:24 PM
1:02 PM

1i02:24 PM

1302

13:02:24

[ ] update automatically

[ K, l [ Cancel

Simply choose a format from the list on the left. You can also check “Update automatically” so
that the current date and time is always displayed. Then, click OK. Note that you can align the
date and time using the Insert Alignment Tab command, and you can format it using regular
text tools.

MONDAY, DECEMBER 1. 2006]

Firsk Page Header -Section 1-

Linking and Unlinking Headers and Footers

By default, a change made in one header or footer applies to all headers or footers, so you must
manually un-link the headers or footers to reverse that change. (Headers and footers are linked
and un-linked separately.) Note that you must have a section break at the point that you want
the headers and/or footers to change.

To break the link between headers, place your cursor in the first page of the header you want
to unlink and click the Link to Previous button. (Note that the name of this button does not
change whether you are linking or unlinking headers and footers; it will, however, appear

toggled if linking is on.)

Let’s take a look at an example.
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Here is page 2 of our document. Notice how there is a section break at the end of the page.

bﬂamers-vs GeR-X: The Diference s

| Header -Section 1- |

The second - influe nce... 1

wyias that- both- paents - we e - now-in-the - work-setting . -whether due-to-the -rse -of fe mins m-andfor- the-
factthat-asinek-sabry -could- no-lomeer cowe ra-morgaee, - Mom- was -joining - Cad-as a -working - member
of soc ety -a nd-Ge ne@tion #-became- known-as the “latch-key- Kids.¥

With- no-one - hame -afte r sc hool, -the - kids - beean-to-spand - mome -and-mome- time -alone - plueeed- into- MTV or
the computer,- lacking, -peying-eames, orsufim-the-net. q)

1
The third: influe nce: was,and 5.4

Thatthe threat- of slobal warquickly-began-to- meede - and - just-a bout- came -to-an-e nd - with- the o3|
cola pse -of Communs m- in-Easte m- Eumpe - in-1991.-1)

1

Fes pect-for, -and-demtification: with,-Bree-imstitutions - bzgan-to-quickly -diminsh, - blind- patriots m- was-no-
loree rawirtue, -and - with- this, - res pact- for- authorty -and -tadition: dmopped - off-as-well.-q

1

ThedEillsionment- with-institutions- was compounded- by the fact-that- mamy of the-Gen- gk sawiheir
pamEmt(s]- put- out-of-wark-durine - the: m-emeineerme- and -neht-seine- fads-that-pmduced- the -massive-and-
ill-pEnned - Byoffs .of the . past-decade.- 9

1

canyou-see-how- undestanding- these- influe nces- Eve-such-a-major impact- on-des g ning - your 'Se s’
hiring,, -ore mation, - memoring, - coaching, -and - etention- actiities -1

1 Section Break (Mext Page)
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Now, look at page 3.

Boom ersvs. GendC-The-Differences |

mmmmmmmm [T

| Header -3ection 2- Boonswerso Eerso 7 Same as Previous |
Work-hard-out-ofas ense-oflovalty. @ Work-hard-ifthereis a-balance-allowed betweesn-  |H
work-and-offthejoblife
Expectatioms forlongterm-employment. ] Expectationforbeingfired-orlaid-offatlestonoe. - |&
M [Theys aw-it-happentotheirparents. s
Feliance-ontheoreanization. ® Relianoe-ons elf.# i

Eweryonestars-atthebottom-andpays theirdus ® Everybodyis -placed wherethey-aremost-neaded.- (&
Dues -aren't-relevant. &

Holdthelomewiew; theirnumberonebenefitis-a- | Holdtheshort-iew; theirnumberonebenefitis-  |s

eood-pension-plan.# goodworking-conditions. #
Identify-withtheNFL.-Anonymous-contrbution: |dentifywiththeMNEA. Whileteamwork-is- i
with-ewenroneknowingtheir-part. Theteam-is- as55 ential,-it-basicallysupports-individuoal 4 alent -and-
evenything. & effort.#
Eelieve-inwaiting-ones tum. & Beliewe-ins eking-each-and-every-0pportunityas-it- |&
aris es.H
Selfsacrificeis-avirtue. Selfsacrificeqiss omethingthat-miehtoc@asionally |
havetobe-endured®
High-community-orientation.-Belongtoeroups, Low-community-orentation. Friends-made-onthe- |&
which-prowide-most-ofthes ocialinteraction. # job.Workteams-provide theirneedfor
community. #
Esperieance-'burnout'.# Experience-underutilezation. Theirneed & tobe:  |H

appreciated. ®

Notice how the header for page 3 is the same, even though it is a new section. We need to click
Link to Previous to un-link the two sections.

j‘ EE'HF‘reuiDusSettinn

50, Mext Section

Goto Gaoto
Header Footer C to !l
l Mavigation ]
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Now we can edit the header on the third page without affecting the second page. Note that
there is also no longer a tag that says, “Same as Previous.”

Boonmersvs: Gen-x:ﬂ-f:.‘mnh

| Header -Section 2- | Boomerso erse

Work-hard-out-of-a-sense-of-loyalty. H Work-hard-ifthereisabalance-allowedbetseen
wiark-andoffthejoblife.d

Expectationsforlangter - mployn ent. - Expecationforbeingfired-or| aid-off-at| esst-ance. -
u] [They-sawit-happentotheirparents.)d
Reliance-ontheorganization.d Relianceonself.d

Evervone starts-atthe-bottom-and-pays their-duest Everybodyi splacedwherethey-aremostnesded.-
Duesaren'trelevant.A

Holdthelongyiew; theirnurmberonebenefitisa | Holdthesharview theirnumberone-benefitis

good-pension-pland goodwarkingconditions.H

| dentdfywiththe MEL -Anaryrnous-cantibution. | dentifywiththeMBa AWhiletearmsork-is

with-eversoneknowing theirpart. Thetearn-is essential, it-basically-supportsi ndivid ualtalent-and-

everything.d effort.d

Believeinwaiingone'sturn.H Belisveinseizingeach-andevers-opportunity-a sit-
arises.d

Self-sacrificeds-awirnued self-sacrificedissamethingthat-might-o ccasionally-

haveto-beendured. d

High-cormunity-arientation. Belongto-groups,- Lovw-cornmunity-ari entation. -Friendstnadeonthe-
which-providemost-ofthe-sociali nteraction.d Jjob.wark tearmsprovidetheirneedfor
community.d

Positioning Headers and Footers

The last set of commands that we will look at is the Position chunk on the Header and Footer
Tools Design ribbon.

=+ Header fram Top: 05"

4

.3

QT Footer from Bottom: | 0.5"

|ﬁ Insert Alignment Tab

Position

Here, you can type in dimensions to set how far the header or the footer will appear from the
top of the page.
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To start off our Advanced courseware, we’re going to learn how to work with images. In this

lesson, we’ll cover the basics, including inserting a picture from a file, performing basic editing

tasks, using the Picture Tools ribbon, adding effects and captions, resizing photos, adding

captions, and using the Format Picture dialogue.

Inserting a Picture from a File

To insert a picture from a file, click the Insert ribbon and click Picture.

SRR =

Clip  Shapes Smartiit Chart

£

Ficture
I

At k&
Illustrations

You will then be prompted to locate and choose the file.

Insert Picture
Look in: | IC) Sample Fictures . | ©-3 X :l[ :'g
| Blue hills.jng
@ Lﬂ Sunset.jpg
Deskiop [ waker liies.jpg
Lﬂ ‘Winter.jpg
Tely Network,
Places
58
My Computer
=,
My Documents
MMy Recent
Docurnents
File name:

J I

Tools -

¥

Files of bype: |P.II Pickures (*, emf;* wimf;*, jpa;* jpea;®. ifif;*. jpe;*. pna;*.bmp;*. dib;* . rle; * .bmz; . gif;* .afa;™* . emz v|

Insert ,\‘j [ Cancel
La¥
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The picture will then be added to your document and resized (if necessary) to fit the page. The
Picture Tools Format ribbon will also become available.

"/ﬁgf"' Ho-o& - Docurnentl - Microsoft Word Picture Tools - =X

- Home Insert Page Layout References Mailings Rewien View | Format

N . L T o 3] F i =1d -
 Brightness ~ 18 Compress Pictures a— —_— — - - — _JJ Picture Shape =] 4 Bring to Front = —“_l ;‘d 458"
O Contrast - ‘%Change Ficture d| | d d - zPicture Border 24 send to Back %

=

— Fosition Crop — "
%Recu\ur' e‘lgResetPicture T wm Picture Effects = - ETextWrapping - S =L
Adjust Picture Styles (F] Arrange Size
1 1 g | 1 | 2 | 2 | 4 | ) | E Y 7 E‘T;
@
N
m
-
4
=]
wn
. £
Pageriofl | Wordsi0 | ¢ English(U.s) | 22 EEEERTT e e

Working with Images

Before we get into advanced formatting, here are some basics.

= Pictures can be cut, copied, and pasted just like regular text.

» Pictures can also be dragged and dropped like regular text.

= Use the Select Objects command on the Home ribbon to make selecting images easier.

* You can use the Format Painter to copy formatting from one image to another.

= Although we’ll learn about special picture alignment commands later, you can use text
alignment commands with images.

» Deleting a photo is the same as deleting text: click it to select it and press the Delete
key.

Using the Picture Tools Ribbon

Because the Picture Tools ribbon contains most of the commands we’ll be working with, let’s
take a closer look at it.
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Do) H9-8 )+ Document3 - Microsoft Word Ficture Tools - 7 X
HY) =
- Home Insert Page Layout References Mailings Reviewr A= Developer | Format @)

G Brightness = :;,i: Compress Pictures — — — - —— - _jJ Picture Shape = 3] I} 1=~ :j:ll. ;_J 458" 5
B Contrast - &Change Picture i gl .‘ j .'d - zPicture Border = - : : c = _
A _ osition rop ] -

\?‘3 Recolar = "‘lj Reset Picture = ' Picture Effects - - @TextWrapping - S wai 65 hd

Adjust Picture Styles (F] Arrange Size =

Let’s go over each chunk and command.

Adjust Brightness
Contrast
Recolor

Compress Pictures

Change Picture

Reset Picture
Picture Styles  Gallery
Picture Shape
Picture Border
Picture Effects
Option button
Arrange Position
Bring to Front
Send to Back
Text Wrapping
Align (1= )
Group (1)
Rotate (k")
Size

Crop

www.microsofttraining.net

Displays a menu of brightness choices. .
Displays a menu of contrast choices.
Displays a menu of color schemes.
Compresses all images in the document. .

Replace the current picture with another one, keeping
effects applied. (Picture adjustments will be removed.)

Resets the selected picture to the original image.
Choose a pre-designed style for your picture.
Make the selected photo into a shape.

Change the border for the photo.

Displays a menu of various photo effects.

Opens the Format Picture dialogue.

Displays a menu of positioning options.

Bring the photo forward in a pile.

Send the photo backward in a pile.

Choose how text will wrap around the image.
Align or distribute the image.

Group images so that they can be moved as a unit.
Rotate the selected image.

Remove portions of the image.
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Dimensions Set the size of the image.

Option button Opens a Size dialogue.

Note that the Arrange commands can also be found on the Page Layout ribbon.

Adding Styles and Effects

To add a style to your image, click a style from the gallery, or click the arrows to see more
styles. As you mouse over each style, you will see a preview applied to your photo.

*’ﬁ.,\l Ho-uv& )+ Documentl - Microsoft Word Picture Toals - o X
] : =t

Hore Ihsert Page Layout References Mailings Review e | Format '@)

Gx Brightness = ;i{ Compress Pictures

(B Contrast - &Change Picture

{&Recn\nr' QEReset Picture
Adjust

LLPPicture Shape = &7 4 Bring to Front ;1-' Q‘_\l_: ;‘.J 488"
ZPicture Border = 24 Send to Back %

Pasition Crop — "
< Picture Effects = - [ TextwWrapping + Sk o |65

Artange Size

IR

2
=]
¥

&

-

Page:lofl | Words0 | of Englishius) | B3 Ee= == e

[

Styles are like themes: they are composed of picture borders, the picture shape, and picture
effects. You can also use any of these three commands separately to modify an existing picture
style or create a brand-new one. Simply click the component you want to apply from the
Picture Tools ribbon and pick a choice.

-L? Ficture Shape -
L Picture Barder -
= Picture Effects -
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Resizing Images

Although Word will resize the image to fit it on the page, you may need to perform some size
modifications of your own.

If you want to remove part of the picture, click the Crop feature on the Size chunk of the Picture
Tools ribbon. Your cursor will then have a crop indicator around it and you will see crop handles
around the picture.

|'/|:!n = Rt ] @ 5 Documentl - Microsoft Ward Ficture Toals - 2 X
el =
- Haorne Insert Page Layout References Mailings Rewiew “Wiewy ‘ Format L7]]

ix Brightness = :@z Compress Pictures

— — — — [ Ficture Shape - @| & Ering to Frant - |2~ ; ’ &7 [ee”
(D Contrast ~ B3 change Picture ‘-“ ‘d‘ p— ; d ~ L& Ficture Border ~ By sendto Back +  [g]

Ak |4

— Paosition Crop | —3 o
{&Recolor' ‘EReset Picture T ' Picture Effects = - ETextWrapping' ST e+ |85
Adjust Picture Styles F] Arrange Size &
1"'I"'§"'"'1"'I"'2"'I"'3"'"'4"'I'"5"'I"'5"'é"'?"'

w

IPUsitiUn the pointer over any handle and drag to cop, I u EERIEI= mﬁ_@ Uk (‘D.

Simply click any handle and drag inwards to remove that portion of the photo.
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Here you can see that we’re removing the extra green space above the lilies. Here’s what the
photo will look like when we’re done:
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To turn the crop handles off, press Esc or click the Crop command again.

If you want to keep all the content of the photo, but just want to change its size, there are a

few ways that you can do this. The first is by selecting the photo and then dragging any of the
blue handles in or out.
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As you drag the handles, you will see the photo become larger or smaller, depending whether
you drag in or out.

You can also resize a photo to precise dimensions by entering dimensions in inches in the Size
boxes on the Picture Tools ribbon.

pon . =
| ok 5] 488 :
= n .
Crop 427 6.5 -
Size F

For even more precise measuring, click the option button in the Size chunk.

- . N

= " -

Crap o4 B.5 :
Size
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You will then see the Size dialogue:

| Al Text

Size and rokake

Ratation:

Srale

Lock aspect ratio

Height: 6.25" ‘Width: 5.33"

Height: 2.85" o width:

Height: 46% o width:

Relative ko original picture size

Bokkom:

rop from
Left: Top:
Right:
Original size

o
o
L

6%

Clase

At the top, you can enter specific dimensions for height and width. Or, you can use the second
section to scale the photo. (If you don’t want your photo to appear stretched, check the “Lock

aspect ratio” box. This will make sure that the height and width will change in proportion to
each other.) You can also click Reset to make the photo its original height and width.

www.microsofttraining.net
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Adding Captions

You can add captions to your photo from the References ribbon. Simply select the photo and

click the Insert Caption command.

,’/ﬁ-, H9-v& )+ Documentl - Microsoft Ward
. Hormne Ihsert Page Layout References Mailings Review e
(S &dd Text ~ UpyInsert Endnote =5 3 Manage Sources
.j'fUpdate Table Ag Mext Foothote - |_=_ h% Style: | APA

Tahle of hsert
Contents = Footnote Q Shiowe Motes

Table of Contents Footnotes

Insert
Citation = ﬁj Bibliography =

F} Citations & Bibliography

You will then see this dialogue:

*_| Insert Caption

Picture Tools -
Farmat
= 1z Insert Table of Figures =] Insert Index F‘_:B%F =]
— | 2 Update Tahle ¥ Update Index =i
Insert Mark Mark
Capt'[%n ' Crass-reference Entry Citatian

Captions Index

Table of Autharities

Add a caption to a picture ar other
image.

& caption is a line of text that
appeats below an objectto
describe it

For example: “Figure 7: Comman
Weather Patterns.”

Figure 2: Fountain

T (@) Press F1for more help.

Caption E| [Z|
Capkion:
|F|'gure 1] |
Options
Label: |Figure w |
Position: |Be|n:|w selected ikem " |

[ ] Exclude label from caption

Mew Label. ..

Mumbering.. .

AutaCapkion. ..

(04 l ’ Cancel

Here, you can enter the name of your picture using the Caption text box. You can also choose a
label for your picture (pre-defined labels are Figure, Equation, and Table); this is helpful if you
want all your pictures to be numbered consistently. (You can add more numbering by clicking
the Numbering button in the bottom right hand corner.)

www.microsofttraining.net
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You can even remove labels from your caption using the “Exclude label from caption” box.
(Pictures will still be numbered.) You can also create your own labels by clicking the New Label
button; the Delete Label option is only available if you are using a custom label.

You can also choose the position for your caption using the Position drop-down menu; the
caption can be above or below your picture. If you want Word to automatically caption certain

types of pictures, click the AutoCaption button to select those types.

Once you're done configuring the options, click OK to apply the caption.

Figure 1:Wiater Lilie]

Note that captions can be formatted like regular text.

Using the Format Picture Dialogue

We’ve covered the basics of formatting photos, but there’s still a lot more that we can do.
Many of the advanced effects can be found in the Format Picture dialogue. To open the
dialogue, click the option button on the Styles chunk of the Picture Tools ribbon.

-l? Picture Shape -

— | — — g = ]
‘-“ |d‘ _— ; d - | [ Picture Barder ~
T ' Picture Effects =
Picture Styles
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You will then see the Format Picture dialogue:

Format Picture

Fil Picture
Line Calar Recolor:
Line Skyle

Brightness: J
Shadow

Caonkrask: 0% -
3-D Format - J

3-D Rotation £S5l
| Pickure

Texk Box

Let’s go over what options each of the tabs contains.

Fill Add a fill to transparent regions of the image.
Line Color Change the color of the border.

Line Style Change the style of the border.

Shadow Change the shadow around the picture.

3-D Format Add a 3-D effect to the image.

3-D Rotation  Add a 3-D rotation to the image.

Picture Change contrast, brightness, and color of the image. Also contains a Reset
command.
Text Box Contains layout, AutoFit, and margin commands for text boxes.

Once you have made the necessary changes, click Close to apply them. If you change your mind
later, you can always open the dialogue up again and make more modifications.
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Working with ClipArt

In the last lesson, we learned about inserting an image from a file. But what if you don’t have a
picture that you can use? Luckily, Microsoft Office Word 2007 comes with thousands of stock
photos and cartoon images, called ClipArt. In this lesson, we’ll learn all about inserting,

formatting, moving, and resizing ClipArt.

Using the ClipArt Task Pane

Unlike pictures from a file, ClipArt is inserted from a task pane. To show the task pane, click the

ClipArt button on the lllustrations chunk of

a5

Picture § Clip
At

the Insert ribbon.

="

Shapes Smartd& Chart

Illustrations

Let’s take a look at the task pane that appears.
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i = = = *
|_] Blank Page £dC | A Bookmark =l = & A wiordart - (53 Date & Time £2 symbol ~
= Table Pictur: Clip hapes Smartii Chart Header Footer  Page Text | _ X
b= Page Break - At - ['#] Cross-reference - +  Mumber= @ Boxr = DropCap Pgd Object -
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Search far:
R

Searchin:
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First, notice that the ClipArt button on the Insert ribbon is orange. This means that the task
pane is activated; we can click the ClipArt button to close it. You can also use the X (circled in
blue on the previous page) to close the task pane. (If you click the small arrow, also circled in
blue, you will see options to move, resize, or close the pane.)

To search for ClipArt, first type in what you’re looking for in the box marked with a 1 on the
previous page. Then, choose your collection from the menu marked with a 2. Last, choose your
file type from the menu marked with a 3. (If you want to search all collections and all types, just
type in what you’re looking for and skip steps 2 and 3.) Once you’re ready, click Go. You will
then see images appear in the white part of the task pane.

Inserting ClipArt

Once you've found the image you’re looking for, simply click to place your cursor where you
want the image to go in the document. Then, right-click the image and click Insert.

D'ﬂ =9~ &)= Document? - Microsoft Word . m x
a
- Haome Insert Page Layout References Mailings Feviewr Wi L7
= h it > [ el P =, ||z == _ 34 Find +
= ) (o) 1 A AR =z sagbCeDe | 2aBbceDe AaBbCi AaBbCc %

2a: Replace
Faste B 7 U -abe X, X' Aa"| %~ A-||= TMormal | TMoSpaci. Headingl  Heading2 - Shange
- 7 = s T otylesw | g Select+

Clipboard = Fant (F] Paragraph E} Styles (F] Editing
Bl s e B i v x
= = | Search for:
. cat
Search in:
. Al collections v
Results should be:
_ || Al media file bypes v
- My Cat A
- I have a cat named Charlie. He looks alittlelikethis

Tnsert

z Charlieis 7years oldand likes tunafish and playing He does not like dogs. =3 Cepy
2 Delete from Clip Organizer

B4 Make fwailable Offline...
§  Move to Collection..,
Edit Keyweords..,
Find Sirnilar Style

Previewy/Properties
T T Ere O O e O

* &) Tips for finding dips

] | il »
Page:lof1 | Wordsi 30 | <% English (5] EEEE

100% (=) [ (+)

Note that you also have commands to copy the photo to the clipboard, delete the photo from
the Clip Organizer (if it is located on your computer), make the photo available offline (if the
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photo has been downloaded from Office Online), move the photo (if it is located on your
computer), edit the keywords, and preview the image and view its properties.

Formatting ClipArt

Once you have inserted ClipArt, the image will be placed in your document and selected.

Cin HA9-0& - Documentz - Microsoft Waord Picture Taols - = X
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s Search far:
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Since ClipArt is really just a picture (in most cases), you will see the Picture Tools ribbon appear.
This means that you can add styles, borders, and fills, and change the brightness, contrast, and
color scheme, the same way that we did for regular pictures.

You can even add captions to ClipArt!
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Moving ClipArt

Like regular pictures, you can cut, copy, and paste ClipArt. You can also move images by
dragging and dropping.

.‘/E-Ea H9-0v&)- Documentz - Microsoft Word - x
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= ¥

houeto where?l |JE| R == 0% =) il (+)
Resizing ClipArt

You can resize ClipArt the same way you would resize a regular photo:
* |f you want to remove part of the picture, use the Crop feature on the Size chunk of the
Picture Tools ribbon.
= Select the photo and then drag any of the blue handles in or out.
» Enter dimensions in inches in the Size boxes on the Picture Tools ribbon.
= Use the Size dialogue, accessible from the option button on the Size chunk of the Picture
Tools ribbon.
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Working with WordArt

WordArt is a great tool that turns regular text into art! In this lesson, we’ll look at inserting
WordArt, using the WordArt Tools ribbon, editing WordArt text, using WordArt styles, and
formatting WordArt.

Remember that many of the basics still apply.
=  WordArt can be cut, copied, and pasted just like regular text.
=  WordArt can also be dragged and dropped like regular text.
* You can use text alignment commands with WordArt.
*» To delete WordArt, click it to select it and press the Delete key.

You cannot, however, use the Format Painter with WordArt.

Inserting WordArt

To insert WordArt, first click the Insert ribbon. Then, click the WordArt button and click a style.

Whreddzt WordArt Wordiet worans+ Waniiet

chﬂ\ HA9-0& - Docurment] - Microsoft Waord - 7 X
=Y —
—J Home Insert Page Layout References Mailings Reviewr AT L2

] Cover Page j ElEl Lr‘}) Zj n &, Hyperlink = j j A 2| Quick Parts ~ |2 Signature Line ~ T Equation ~
Lk = = 5 )

_] Blank Page I—I He e A Bookmark — —= & | weordart | (5] Date & Time L2 symbol ~

= Table Pickure  Clip  Shapes Smarttet Chart Header Footer —™ ——

+= Page Break - Art - ] Cross-reference - ) w

i v
Pages Tables Hlustrations Links Header & H IJCI’E‘{”I{M wow .‘[Bl‘dﬂr, w'".lln WordAri —
v
*
w
: W
o
a
B

WordArt WordArt

W Word: R

Wordaet WarGAre WorAX WG el ¢

e g Bl s

[N

EL

www.microsofttraining.net Tel: 0208 682 4973 123



Word 2007 Intermediate Reference

You will then be prompted to type your text. Note that you also have options to edit the font

face, choose the size, and add basic effects.

Edit WordArt Text

Fonk:

Size:

T Times Mew Foman

3 v|[B][L]

Texk:

Community Calendar

(8].4

|| cancel

Once you've typed your text, click OK. Your WordArt will then appear at the point of your

cursor in your document.

-

Community Calendar

. ______R_______®
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Using the WordArt Tools Ribbon

Once you have created WordArt, it will be selected. This means you will see the WordArt Tools
ribbon:

(=N AN B
“d/‘
— Harme Insert

Documentl - Microsoft Word ordart Tools

Page Layout References

. -
H[ﬂﬂm WordAnt |~ &2 -
= Av

Text WiordArt Styles

Mailings Rewiew Wi Format

4 it g Ziv | -
()] .2 (@ @ B g
D|E‘/6E| 5]

- £ b
Shadow O 30 Fasition
Effects = + Effects = 7

Shadow Effects

MO > ap
Edit  Spacing _

Test P Text Wirapping + Sk

Arrange size

Let’s go over each chunk and command.

Text Edit Text Opens the dialogue we saw when creating WordArt.
Allows you to change text, font face and size, and basic
effects.

Spacing Change the spacing between letters.

Even Height ( 44) Make all letters the same height.

Text Direction ('éB) Toggle between horizontal and vertical text.

Align ( £7) Change text alignment. (Only applies if your WordArt
has more than one line.)

WordArt Styles Gallery Choose a different style for your WordArt. (Styles

Shadow Effects

Arrange

www.microsofttraining.net

Fill Color ( & 7)
Outline Color (<)
Change Shape (A")
Menu

Toggle Buttons

3-D Effects
Position

Bring to Front

include fill color, outline color, and shape.)
Change the WordArt’s fill color.

Change the WordArt’s outline color.
Change the shape of the WordArt.
Displays a menu of shadow effects.

Use these buttons to apply or remove the shadow from
various edges.

Displays a menu of 3-D effects.
Displays a menu of positioning options.

Bring the WordArt forward in a pile.
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Send to Back Send the WordArt backward in a pile.

Text Wrapping Choose how text will wrap around the WordArt.

Align (1= ) Align or distribute WordArt.

Group (1) Group multiple pieces of WordArt so they can be
moved as a unit.

Rotate (=k7) Rotate WordArt.

Size Dimensions Set the size of the image.
Option button Opens the Format WordArt dialogue.

Editing Text

To edit your text after you’ve typed it, select the WordArt and click the Edit Text command on
the WordArt Tools ribbon.

Spacing

Text

You will then see the Edit WordArt Text dialogue, where you can change the text and its basic
appearance.

Edit Wordart Text

Fonk: Size:
T Times Mew Roman w36 W
Text:

Community Calendar
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Changing the Style

If you decide that you don’t like the style of the WordArt, you can always click another style

from the gallery. (Click the arrows to see more styles.)

”D«, ™= s @ > Documentl - Microsoft Ward Wordsrt Tools
i -

- Haorne Insert Page Layout References Mailings Rewiew Wiy Format
A Ad |_ DT @ =] 4 Bring to Frant - &~

E( ' .
. ;3 ‘_l_:‘ % E_L 2 Send to Back %

Edit Spacing _ Shadow [ 3-D Pasition X .

Tet v =7 Effects - L Effects= - (2 TextWrapping - Sk~
Text Worddrt Styles Shadow Effects Arrange

1 0 cwordArtstyle 140 0 L v oo b e @b e e 3 e G e B

* "
all 057
124 422"

Size

Community Calendar

As you mouse over each style, you will see a preview.
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Manually Formatting WordArt

If you don’t like the pre-set styles, you will find commands to change the fill color, outline color,
and shape on the WordArt Styles chunk.

&v
E_,?v

&

Follow Path
Warp

o M W [

1K1 K|
AV @Ny \
COAVNAY
GGOnwv

Here, we have chosen a purple fill color, a blue outline color, and a wavy shape. Let’s look at
the results.

Communlty Calendar
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Next, we'll use the Shadow Effects menu to change the shadow color to green and choose a

different style:

www.microsofttraining.net
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—_— +

Bl %9,

Shadow
Effects = D¢

Mo Shadow Effect

Drop Shadow

T LT Shadow Style 2

& Shadow Colar
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And last but not least, we’ll use the 3-D Effects menu to apply a 3-D effect. Look at all of those
options!

3-D
Effects =

Mo 3-D Effect

&
r[jﬁ cp[@]qp

| »

Parallel

|

Persg 3-D tyle 1

~ My
—

I/

- =,

I
'l 7 =
J ! -

Rotate in Perspective

I DA B
A D-

&% 3.0 Color ,
<% Depth »
7 Direction »
% Lighting »
(7] surface *

Now that we’re done, let’s look at the results.

Gttty Caletidar-

Note that the shadow has been removed because we applied a 3-D effect after applying the
shadow, as you can’t have both on a shape.
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Resizing WordArt

Like pictures, there are several ways to resize WordArt. The first is by dragging the blue handles
inwards or outwards.

Look at the position of the crosshair in the image above; we took the bottom right handle and
dragged it inwards. The dotted lines show where the WordArt will appear after you let go of the
cursor.

Like images, you can always enter dimensions in the Size chunk of the WordArt Tools ribbon.

- . S
4| 067 :
= m -
fo4 |61 -
Size M
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Using the Format WordArt Dialogue

If you click the option button in the Size chunk or right-click the WordArt and click Format

WordArt, you will see this dialogue:

Format WordArt

Colors and Lines Al Texk
Height
(#) Absolute  |0.67" A
width
(%) absalute  |5.6" H
Rokake
Rokatian:
Scale
Height: 100 % = Width:
[] Lock aspect ratio
Criginal size
[ul4 I l Cancel
Let’s take a look at what each of the tabs does.
Colors and Lines  Control the fill and line color.
Size Set the height, width, rotation, and scale.
Layout Choose a wrapping style. (For more information, see Lesson 1.5.)
Picture Unavailable.
Text Box Unavailable.
Alt Text Enter alternative text that will be displayed if the image can’t be.

Once you have made your changes, click OK to apply them or click Cancel to discard them. And

remember, you can edit these settings at any time, so don’t be afraid to experiment!

www.microsofttraining.net Tel: 0208 682 4973

132



Word 2007 Intermediate Reference

Using AutoShapes

The last graphical feature we’re going to learn about is AutoShapes. Microsoft Office Word
2007’s AutoShapes feature lets you draw and format shapes. In this lesson, we’ll learn how to
insert AutoShapes, use the Drawing Tools ribbon, format your shapes, add 3-D styles and
shadows, and use the Format AutoShape dialogue.
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Inserting AutoShapes

To insert an AutoShape, first click the Insert ribbon. Then, click Shapes and click a shape.
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Next, click and drag anywhere in your document to create the shape.

+_

Once you let go of the cursor, the shape will be created.

www.microsofttraining.net

Tel: 0208 682 4973

\Z| Quick Parts = |2 Signature Line ~
all wiardat -

T0 Equation ~
(5} Date & Time €2 symbol -
g Object -

Text Symbols

134



Word 2007 Intermediate Reference

Using the Drawing Tools Ribbon

When you let go of the cursor and the shape is created, the shape will be selected. That means
you will see the Drawing Tools ribbon:

) d9-0& -
e

— Home Inzert
OHODSHE - -
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Insert Shapes

Page Layout
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Documentl - Microsoft Word

References Mailings
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Shadow 3-D

Effects - +
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Effects - A
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You’ll notice that it has many of the same commands as the Picture Tools and the WordArt

Tools ribbons.

Insert Shapes

Shape Styles

Shadow Effects

3-D Effects

Arrange

www.microsofttraining.net

Gallery

Edit Shape (<)
Add Text (E)

Gallery

Fill Color ( & 7)
Outline Color (&)
Change Shape (")
Option button
Menu

Toggle Buttons

Menu

Toggle Buttons

Position

Bring to Front

Click a shape. Then, click and drag in your
document to draw it.

Edit the shape.
Add text to the shape, or edit existing text.

Choose a pre-set style for the shape. (Selection
depends on current theme.)

Change the shape’s fill color.

Change the shape’s outline color.

Change the shape, but keep the formatting.
Opens the Format AutoShape dialogue.
Displays a menu of shadow effects.

Use these buttons to apply or remove the shadow
from various edges.

Displays a menu of 3-D effects.

Use these buttons to apply or remove the effect
from various edges.

Displays a menu of positioning options.

Bring the shape forward in a pile.
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Send to Back Send the shape backward in a pile.
Text Wrapping Choose how text will wrap around the shape.
Align (1= ™) Align or distribute shapes.
Group (1) Group shapes so they can be moved as a unit.
Rotate (547) Rotate the shape.

Size Dimensions Set the size of the shape.
Option button Opens the Format AutoShape dialogue.

Formatting AutoShapes

There are a few ways that you can format AutoShapes. The easiest way is to click a style in the
Shape Styles Gallery, or click the drop-down arrow to see more styles:
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Note that you will see a preview as you mouse over each style. When you find a style you like,
click it to apply it.

Also note that the styles you see will depend on the theme being used. Above, we were using
the default Office theme. Here’s what we would see if we were using the Paper theme:

| B
a8 U
O
-

3

— AN
@ ae.

You can also use the fill color ( O "), outline color (== ), and change shape (") commands to
create your own style to the shape. Add these commands to the 3-D Effects and Shadow Effects
menus, and you’ve got an almost unlimited number of style combinations!
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Using 3-D Effects and Shadows

Let’s take a closer look at the 3-D Effects menu and the Shadow Effects menu. Remember that
you can only apply one or the other, not both.

If you click the 3-D Effects button, here’s what you will see:

Mo 3-D Effect

Parallel

‘ ‘ j
ry ~ ‘ {

Perspective

-7 /2

I 0 d g
AL

—

& 3D Color ¥
<% Depth »
5 Direction r
¥ Lighting b
(7] surface C

You can click any of the effects to apply them. You can also use the sub-menus at the bottom to
control the 3-D color, depth, direction, lighting, and surface.

www.microsofttraining.net Tel: 0208 682 4973 138



Word 2007 Intermediate Reference

The Shadow Effects menu looks similar:

Mo Shadow Effect

——

Drop Shadow

& Shadow Color L4

Simply select a shadow style from the list. You can also use the Shadow Color menu at the
bottom to change the color and transparency of the shadow.

Both the Shadow and 3-D Effects chunks have toggle buttons.

n £
H2 0, b
Ch. i
¥ v

Both of these sets of buttons work in a similar way. The button in the middle toggles the effect
off. If the effect is on, you can use the other four buttons to control what side of the shape the
effect appears on.
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Using the Format AutoShape Dialogue

There are a few ways to open the Format AutoShape dialogue. One way is to click the option
buttons on either the Size or Shape Styles chunk.

ligbvlimlel & - | o ‘-" a8 M| ThEring to Front - [+ 5
PN - + g
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You can also right-click the shape and click Format AutoShape.

Cut

copy
Paste
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] 1 Add Text
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Order k

L Hypertlink...

Set Autothape Defaults

{5}‘, Format Autoshape... h
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Either action will open this dialogue:

Format AutoShape

rs and Lines Size Latyouk Al Text

Fill

Color: | Y| [ Fill Effects. .. ]

Transparency: (€| 0] 2| 0% =
Lire

Color: | w | Shyle: | _——— V|

Dashed: | ————— V| Weight: |1 pk = |
Arrows

[ o, l [ Cancel

As you can see, this dialogue is virtually the same as the Format WordArt dialogue. Let’s review
the options.

Colors and Lines  Control the fill and line color.

Size Set the height, width, rotation, and scale.

Layout Choose a wrapping style. (For more information, see Lesson 1.5.)
Picture Unavailable.

Text Box Unavailable.

Alt Text Enter alternative text that will be displayed if the shape can’t be.

Like the Format WordArt dialogue, simply make your changes and press OK. You can come back
to the dialogue whenever you want.
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Arranging Graphics

For our last lesson, we’re going to learn how to arrange images. Luckily for us, most objects
(including pictures, ClipArt, WordArt, AutoShapes, and text boxes) are arranged in the same
way, so we’re going to learn about arranging all types at once. In this lesson, we’ll learn how to
set position, apply text wrapping, and order, group, rotate, and align shapes.

Positioning Shapes

The Position menu is the same on the Page Layout ribbon, the Picture Tools ribbon, the
WordArt Tools ribbon, and the Drawing Tools ribbon. It allows you to place your image on the
page.

In Line with Text

(sl

With Text Wrapping

i sl s

il sl sl

l sl sl

|E—| More Layout Options...

The first option, In Line With Text, will tell Word to treat your picture like a big letter. When
using this option, your picture can only be placed in a location where there is already text (even
if that text is just a blank paragraph marker).

The other options will let you place your image in a specific location on the page; note how the
small image icon (i) is in a different place in each image.
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For all of the With Text Wrapping choices, your image will have the text wrapped arounditin a

square, like this:
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G Brightness = :ﬂf Compress Pictures — — — —_— B — _jJ Picture Shape = ﬂ -.‘JJ EBring ta Front = |2~ i‘_;_l Q,J > .

O Contrast - E‘gchange Picture d d| d d d - zPicture Border ~ — {\_'JSend to Back — : : = _1 -
&__g Recolar = "‘Lg Reset Picture T = Picture Effects = PUSI}IU” @TextWrapping - S G tad 267 b
Adjust Ficture Styles & Arrange Size fa
T KRN KA RN REENREEN KRN EEL EREE RS AR RN ARy - @
= Asthe Director of Hurnan Resources for KBH Video Stores in New York, Virginia Todd knewthat she had |
R herwork cut out forher. Company management was moving forward with a goal of openingten new
- stares intwelve months.
- L]
kBHalready employed 480 people in 35 stores across the statein additionto the headquarters staff of
. 31.%irginia knewthatstaffingthe 10 new stores would require hiring and training about 150 peaple.
- she felt that her own small office was inadequately funded and staffed to handle this task. She satather
desk mulling over howto T presenta recommendation
= forher own staffingneeds. O } e}
-
i One of her concernswas broachingthe subjectwith
B herboss, because she had not officially beentald of
the expansion plans. Yirgnia hadlearned abouttherm
. through the office grapevine. While she did not
o like being keptinthe dark, shewas not surprised that
she hadn'tbeen told. Glenn. Sullivan, the president of
- KBH. was noted for his 1 autocratic leadership style
R virginiahad beenwarned early onthat Glenn told his managers onlywhat "=wanted thern to know and
- thathe expected everyone who worked forhim to follow orders without question
He was not anunkind person, though, and ¥irginia had alwaysgotten alongwith hirmwell enough. She
) had never confronted kr. Sullivan sbout anything soitwas with some concern that she approached him
" inhis office laterthat day. ;
Q
n £
Page: 6 of 20 | Wards: 2,873 | o6 English (U5) | [EEEEET e v o)

Using Text Wrapping

To see more text wrapping choices, click the Text Wrapping button and choose a type:

www.microsofttraining.net

In Line with Text
Square

Tight

EBehind Text

In Front of Text
Top and Bottam
Through

Edit¥Wrap Points

[ = & =1 [ E E EE

More Layout Options..,
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Note that each type has an icon next to it, showing you a small preview of what the image and
text will look like. Also note that all styles except the In Line With Text style allow you to drag

the image wherever you want on the page.

Rotating Shapes

All shapes can also be rotated. There are a few ways that you can do this. The first way is to
click the shape to select it. Then, click the green handle and drag the shape to where you want

it.

Note how the cursor has turned to a rotate icon, and how the dashed lines show us where our
shape will be when we release the cursor.

You can also click the Rotate button on the Arrange chunk of the appropriate ribbon and
choose an exact rotation or flip.

-
kT

"k Rotate Right 90°
A2 Rotate Left 90°
= | Flip Wertical

Al Flip Horizomtal

More Rotation Options...
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Clicking More Rotation Options will open the Size tab of the appropriate dialogue, where you
can enter an exact rotation in degrees.

Format AutoShape

alk Text

Height
(%) absolute 2,19 3
) Relative I:I
Width
(%) absolute  [2.49" :
) Relatjive |:|
Rotate
Ratation:
Scale

Height: 100 %, ¥ Width: 100 % =

[ ] Lack aspect ratio

Criginal size

o ] [ Cancel
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Ordering Shapes

You can also use the Arrange menu to order shapes. Take a look at these shapes.

You can see that we have an orange triangle on the bottom, a green circle in the middle, and
the blue square on the top.

Now, let’s look at the two arranging menus on the Drawing Tools ribbon.

T3, EBring to Front H1 0 Sendto Back
Q Ering Forward ﬁ Send Backward
Y Bring in Front of Text &b send Behind Text

So, if we had the orange shape selected and clicked Bring to Front, here’s what would have
happened:
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But, if we had only clicked Bring Forward, it would look like this:

:

/

Let’s look at the original image again.

A

Let’s say we had selected the blue shape and clicked Send to Back:

A
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But, if we had clicked Send Backward, it would have moved only one shape back, rather than to
the bottom of the pile:

Note that both of the Arrange menus also contain commands to send the picture in front of or
behind text.

@a Send to Back 'T:} BEring o Front
ﬁ Send Backward Q Bring Forward
=h Send Behind Text | Bring in Frant of Text
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Grouping Images

If you have taken the time to position shapes the way you want them, you’ll probably want to
group them so that you can move and format them as a unit. (Note that these commands can
only be performed with shapes, not pictures.) To do this, hold down the Ctrl key and click the
images that you want to group. Then, right-click on any of the images, click Grouping, and click
Group, or click the Group command on the appropriate ribbon and click Group.

E\D -0 ﬂ) v Images.doce - Microsoft Word | Drawing Tools | - = X
Haorne Insert Page Layout References Mailings Rewiew Wieuy l{ Format ll @

Jy -

NSOo0-] = N D a O & T4 Bring to Front = |2+«

AL LG . . . -2~ PE.L <@ 9 <h EESenatoBackv -

— Shadawr — 30 Pasition __ =

RS B = @ || Etfects ~ & Effects & - [ TedWrapping v Sk |
Insert shapes 3-D Effects

Shape Styles ] Shadow Effects Arrange

% cut
Copy
Paste

Srouping % ! 1 Group

Crder Ungroup
Hypetlink... Regroup

Set AutoShape Defaults

Format AutoShape..,

www.microsofttraining.net Tel: 0208 682 4973 149



Word 2007 Intermediate Reference

If you later need to move or edit an individual shape, simply select the shape, right-click, click

Grouping, and click Ungroup.

IEE ) g

2

%

Cut

Copy

Paste
Grouping
Order
Hyperlink...

Set AutoShape Defaults
Format Object...

I 5

Ungroup L\}
]

i)

If you later need to re-group the images, right-click one of the images, choose Grouping, and

click Regroup.

T

Cut

Copy
Paste

Add Text
Grouping
Order
Hyperlink...

Set Autothape Defaults
Format &utoshape...

I
BY  Regroup R
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Using Align and Distribute
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You will also find an Align command on the Page Layout ribbon, the Picture Tools ribbon, the
WordArt Tools ribbon, and the Drawing Tools ribbon.

i

Align Left

Align Center

Align Right

Align Top

Align Middle

Align Bottom
Distribute Horizontally
Distribute Yerkically
Align to Page

Align to Margin

“Wiew Gridlines

Grid Settings...

First, choose whether you want to align to the page or the margin. (If you have multiple objects
selected, you can choose to align them to each other as well.) Then, choose where you want to
align the objects. The first three commands (left, center, and right) align the object horizontally,
while the next three commands (top, middle, and bottom) align the object vertically. You can

also distribute objects evenly horizontally or vertically using the Distribute commands.

www.microsofttraining.net
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Using the Grid

The last two commands in the Align menu refer to the grid. The first command lets you overlay
a grid on your document. (This grid will not be printed.)

a ‘. H9-0 ﬂ) b Images.docx - Microsoft Word | Drawing Tools | - o X
: g Hore Ihsert Page Layout References Mailings Review e |l Format 1' @

BENNO0O- . & D o' 0 ¢ Ty Bring to Front - |2~

ALLDL G B8 = FBga. <P % < ysendto Back - [B-

Shad 3D Pasiti

CARTAR N ¢ = @' Eff?actnsm: = Effects = -9 ml-mn [ Text wirapping + Zk~
Insert Shapes Shape Styles Shadow Effects 3-D Effects Artange

Page:2of 2 | Words 1 | % English [U.5) | = |
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The second option lets you control grid settings.

Drawing Grid

Cbject Snapping
[v]|isnap objects to ather objects:

arid settings

Display gridines on screen
Wertical every:

Horizontal spacing: n.13" =
Wertical spacing:
Grid origin
Lse margins
Showe grid

Horizontal every:

[] snap objects to grid when the gridines are not displayed

o]

Cancel

—_

As you can see, you can choose to snap objects to other objects, set the invisible grid, choose to
use or disable margins, and set the properties of the visible grid. You can also click Default to

make these the permanent grid settings.
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Using Building Blocks

One of Microsoft Office Word 2007’s new features is a feature called Building Blocks. These
“blocks” are pre-designed items like page numbers, watermarks, content controls, cover pages,
and text boxes. All the items come in different colors and formats, so that you could choose, for
example, a Mod cover page and a Mod text box, so that they coordinate. You can build the

blocks together to create a professional looking document.

Adding Watermarks

Watermarks can be text or pictures; they are typically washed out and appear in the

background of the page. You will find the Watermark menu on the Page Layout ribbon.

Dn H9-o G- Lessen 2.5.dock - Microseft Word
i+

- Home Insert Page Layout References Mailings Rewi e i

Spacing

j n' My Orientation ~ >IJ§, Breaks = A watermark 'H\ Indent

== ' Ij Size - £ Line Mumbers - Confidential
Themes hargins __ o
- ' - £ Columns b Hyphenation -
Themes Page Setup F]

COMFIDEMTIAL 1

Dl MOT COPY 2
A Custom Watermark...

A% Remove watermark

CONFIDENTIAL 2

DO NOTCOPY1

| ¥

Simply click a watermark to apply it.
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If you don’t like any of the watermarks that you see, click Custom Watermark in the menu. That
will show you the Printed Watermark dialogue. Here, you can choose a picture or text
watermark, and then set your options.

Printed Watermark : _ Printed Watermark

) Mo watermark:

() Mo watermark
P & T

ture wakermal

Scale: |.°.utn W | Washout
O Text watermark Text watermark]
Languange: |English (A= w |
Test: asap v|
Fonk: |Century Schoalbook “ |
Size! |.¢\uto w |
Calar: | w | Semikransparent

Layout: (%) Diagonal () Horizonkal

’ Apply l [ o]’ ] ’ Cancel

To create a custom watermark, first lay it out on the page.

D.,\‘ = R & = Document? - Microsoft Word - @ X
-] =
—/ Home Ihsert Page Layout Refererices Mailings Review e L2
= | - A s |[=m]) 3= - 5= - |22 = (A & Fina -
B : Calibri (Bad) 1 - (AR EBlEE S 2= 2 RN - s b oo I 2asbeen: AaBbCi AaBbCc % a5 reprace
= Sae
Paste - 2 |2 A =E=E === - | _ Change
e 3 |B LU ahe X, X Aav|| A-llE=E=5 =5 || THormal | TMoSpaci.,  Headingl  Heading 2 - S || I3 select -
Clipboard = Fant F] Paragraph = Styles {F] Editing
1--‘|---§‘--|--‘1---|---2-‘-|---3---|---4-~|---5~-|--‘6---,5---?-‘- %
o
-
* =

' F
%
@
¥

=| s (=)

()

Page:Lof1  Words:i0 | o English(U.s) | 2 'EEEE

www.microsofttraining.net Tel: 0208 682 4973 155



Word 2007 Intermediate Reference

Then, select all elements that you want to include. Next, click the Page Layout ribbon, click the
Watermark button, and click Save Selection to Watermark Gallery.

,I:U-, \ =N, R u‘é‘,ﬁ = Document? - Microsoft Word Picture Taals - 2 X
—/ Home Insert Page Layout References Mailings Reviewr Wi Farmat (7]
j n' |:| I_DOrlentatlon - >,—::‘ Ereaks = ,_\j Watermark =|  Indent Spacing | §| . Bring to Front |= slign =~

13 Size ~ £ Line Mumbers ~ Confidential | dysendtoBack - IE] Group

Themes Margms

@' == Columns b~ Hyphenation - EText wirapping ~ S Rotate -
Themes Page Setup (F] Arrange
1‘--|---§---|‘--1---|---2‘--|---3---|‘--4- 1
L — e B

: COMFIDEMTIAL 1 COMFIDEMTIAL 2 DD NOTCOPY L
o
m
-+ =
S u] DO NOT COPY 2 -

m A Custom Watermark..,

g A Remove Watermark
fn ._.h Sawe Selection to Watermark Gallen... h
-
=3
: , H
= 3
2 Q

£

Pageilofl | Wordsi 0 | ¢ English(U.s) | 2 |J|§|-|§ﬁ-|§-;gg\ 5ot (=[] ()

You will then be prompted to create a new building block, which is where custom watermarks
are stored.

Create New Building Block

Mame: |Blue Hill= |

Gallery: | Wakermarks w |

Category: | zeneral w |

Descripkion:

Save in: |Eiui||:|in|;| Blocks . dotx; W |

Opkions: |Insert content only A |
(o] 4 l [ Cancel ]
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Simply type a title, choose what gallery you want to store it in, what category the item belongs
to, and a description. (We recommend that you leave the last two menus as is.) Then, click OK.
You should now see your custom watermark in the Watermark menu.

DRAFT 1 DRAFT 2 S4MPLE 1

S4MPLE 2

General

A | Custom Watermark..,

:I
% Bemowe Watermark

_ﬁ Save Selection to YWatermark Gallery...

You can click this watermark to apply it just as you would the other default watermarks.

Inserting Quick Parts

On the Insert ribbon, you will find a command called Quick Parts.

D-,\I =9~ @ & Document? - Microsoft Word - 8 X
o =
Home Insert Page Layout References Mailings Reviewr Wi @)
=] Cover Page j ElEl ’_r‘}) 2 nh g) Hypetlink =k - s A = Quick Parts ? &% Signature Line ~ T[T Equation ~
. = = = =
_] Blank Page o - & Bookmark — = &% ] Document?roperty » pbol~
= Table Picture  Clip  Shapes Smartart Chart Header Footer  Page Text -
+= Page Break - Art - o) Cross-reference - = Mumber~ || Box~ || Field..
Pages Tables INustrations Lirks Header & Footer bols

Q Building Blocks Organizer...

01‘ Get Mare on Office Online..,

The first option is Document Property. It allows you to insert controls with information about
the document.
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Abstract H1 Document Prc[%ert-_.; 9
Author =] Field...
Category @ EBuilding Blocks Qrganizer..,
Camments D.a Get More on Office Online..,
I.
Camparny =
Comparny Address

Compaty E-mail
Compaty Fax
Company Phone
Feymords
Manhager
Publish Date
Status

Subject

Title

Once you click a control, it will appear in your document. Note that these properties are tied to
the Document Properties found in the Office menu.

.'/ﬁz:‘l\‘-, H9- & = Docurment2 - Microsoft Word
o

- @ X
Home Insert Page Layout References Mailings Revigw = (7]
_] Cover Page = =, Hypetlink == =] L A J Quick Parts = | % Signature Line = TT Equation
_] Blank Page 4 u "l 4 Bookmark = = o Al WiordArt 50y Date & Time §2 Symbaol
= Table || Picture Clip  3Shapes Smartat Chart Header Footer  Page Text ,_ .
*=, Page Break At ] Cross-reference - -  Mumber+ || Box- ==DropCap e Object
Pages Tables Illustrations Links Header & Footer Text Symbols
e Document Properties = Location: Mot saved = Required field X
Author: Title: Subject: Keywords: Category: Skatus:
|5ue Smith | [rest | [ | [ | [ | [
Comments:

T ---g---|---1---|---2---|---3‘--|---4---|--‘5---|---s---¢-‘-7---

¢ Author
SugfSmith

- Test
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Adding Quick Parts

You can also add your own Quick Parts to the list. Simply select the text that you want to add,
click the Quick Parts button on the Insert ribbon, and click Save Selection to Quick Part Gallery.

[ Document Property 3
=1 Field...

Building Blocks Crganizer...

Cia

G5y GetMore on Office Online..,
_qh Save Selection to Quick Part Galleny... h_

You will then be prompted to name the Quick Part.

Create New Building Block

Mame: |Checked by |

aallery: | Cuick Parts w |

Category: | eneral R |

Descripkion:

Save in: |Eiuilu:|in|;| Blocks ., dakx w |

Options: |Insert conkent anly w |
Ik l [ Cancel ]

Once you click OK, you will see it appear in the Quick Parts list.

General
Checked by
Checked by

1 Document Property ]
=1 Field...
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Using the Building Blocks Organizer

The third command on the Quick Parts menu is Building Blocks Organizer.

[
=l

Cia
)

Field...

Document Praperty

Euilding Elocks Organizer[%
Get More on Office Cnline..,

This dialogue helps you organize all the building blocks stored in Word. Note that the items are
divided into galleries (cover pages, equations, page numbers, etc.).

Building Blocks Organizer

Building blocks:

Mame Gallery Cateqory Template b
works Cited Bibliographies  Built-In Building Elock.. .
Bibliography Bibliographies  Built-In Building Block...
Puzzle Cover Pages  Buile-In Building Block...
Mokion Cover Pages  Buil-In Building Block...
Conservative  Cover Pages  Built-In Building Block...
Sideline Cover Pages  Builk-In Building Block. ..
Austere Cover Pages  Buil-In Building Block...
Maod Cover Pages  Buil-In Building Block...
Transcend Cover Pages  Built-In Building Block...
Alphabet Cover Pages  Buile-In Building Block...
Pinstripes Cover Pages  Built-In Building Block...
Exposure Cover Pages  Buil-In Building Block...
Tiles Cover Pages  Built-In Building Block...
Annual Cover Pages  Buil-In Building Block...
Cubicles Cover Pages  Buil-In Building Block...
Cantrast Cover Pages  Built-In Building Block. ..
Stacks Cover Pages  Buile-In Building Block...
Tavlor Expa... Equations Built-In Building Block...
Fourier Series  Equations Built-In Building Block...
Trig Identity 2 Equations Built-In Building Block...
Cuadratic F...  Equations Buil:-In Building Block...
Expansion o... Equations Built-In Building Block...
Binomial The... Equations Built-In Building Block. ..
Trig Identity 1 Equations Built-In Building Block...
Area of Jircle Equations Built-In Building Block...
Pythagorea... Equations Built-In Building Block...
Sideline Fookers Built-In Building Block...
Sandy Sue 5., Footers General Building Block...
Austere (Ev... Footers Built-In Building Block... .
[ IS | Sy B, | T [, Lo TP S S Y PR
4 >

Edit Properties. .. ] [ Delete

J |

Insert

Click a building black ko see its preview
A
‘ol Jud
R R
T SRR S SV s S
T T (T e e ety
w
Works Cited
Autornatic bibliography {labeled "Warks Cited”) that includes all
sources associaked with the document
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On the left hand side, you have a pane listing all the building blocks and their properties. If you
click on a block, you will see a preview on the right hand side. You can also use the buttons at
the bottom to edit the properties of the building block, delete the block, or insert the block.

Note that all building blocks are saved in a template, so if you create a new building block, you
will probably see this prompt when you exit Word:

Microsoft Office Word

t You hawe modified styles, building blocks (such as cover pages or headers), or other content that is skored in
1 "Building Blocks,dotx", Do wou want to save changes to "Building Blocks, dokx"?

[ Yes l [ Mo ] [ Zancel ]

Click Yes to save your building block.
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Inserting Building Blocks

To add building blocks to your document through the organizer, first find the type of block that
you want in the list. Then, choose a style and click Insert.

Building Blocks Organizer,

Building blocks: Click a building block to see its preview
Mame Gallery Cateqory Template b -
Large Italics 2 Page Mumb...  Plain Mumber Building Elock. ..
Large Ikalics 1 Page Mumb...  Plain Mumber Building Elock. ..
Doks Page Mumb...  Plain Mumber Building Elock. ..
Circle Page Mumb... \With Shapes Building Elock. ..
Brackets 2 Page Mumb...  Plain Mumber Building Elock. ..
Rounded Re... Page Mumb.,. With Shapes Building Elock. ..
Brackets 1 Page Mumb...  Plain Mumber Building Elock. ..
Bold Mumber... Page Mumb... PageXofY Building Elock. ..
Bold Mumber.., Page Mumb... Page X of ¥ Building Elock. ..
Vertical Dutli,.. Page Mumb...  Plain Mumber Building Elock. ..
Bold Mumber,.. Page Mumb... PageXofY Building Elock. ..
Accent Bar 2 Page Mumb...  Page X Building Elock. ..
Accent Bar 1 Page Mumb... Pagex Building Elock. ..
Manual Table  Table of Co...  Buil-In Building Elock. ..
Autornatic T... Table of Co...  Buil-In Building Elock. ..
Aukomatic T... Table of Co.,.  Buil-In Building Elock. ..
Calendar 4 Tables Built-In Building Elock. ..
Calendar 3 Tables Built-In Building Elock. ..
G Z Built-In Building Block. .,
Calendar 1 Tables Built-In Building Elock. ..
With Subhe... Tables Built-In Building Elock. ..
With Subhe... Tables Buile-In Building Elock. ..
Makrizx Tables Buile-In Building Elock. ..
Tabular Lisk Tables Built-In Building Elock. ..
Double Table  Tables Built-In Building Elock. ..
Simple Text... Text Boxes Buile-In Building Elock. ..
Braces Quot... Text Boxes Built-In Building Elock. ..
Sticky Quote  Text Boxes Built-In Building Elock. .. w
SarsQuite  Tetbores  Bulbin  BUdNBN: ) ey
< > Table calendar with accent colors and wertical day separators
Edit Properties. .. ] [ Delete ] I Lnser%J
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The dialogue will then close and the element will be added to the document.

) N ALY Dl Document -

Microsoft Word

Table Toals

Design

Header Rowe First Column

Total Rowr IE‘ Last Column

EBanded Rows EBanded Columns

]

Table Style Cptions

Table Styles

& Shading ~

1% pt

2 Drawe  Eraser
s, Pen Color - Tahle

Drawr Borders s
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Creating SmartArt

SmartArt is a new feature in Microsoft Office Word 2007. It replaces the old Diagram feature. In
this lesson, we’ll learn how to create SmartArt, use its text pane, and use its ribbons.

« Click the Insert ribbon

* Click SmartArt
* Pick a category

* 'lype your text

Adding SmartArt

To add SmartArt to your document, first click to place your cursor at the location that you want
the SmartArt to appear. Then, click the Insert ribbon and click SmartArt.

22 Harne Insert
“Inl=
=i =]

Cower Blank Page
Page~ Page Break
Pages

Document? - Microsoft Word
Page Layaut References Mailings Review  iew

HHEr2d @ 2 = 8385 |52E

A; | Signature Line ~ Tc Q

(5%, Date & Time

Table || Picture Clip Shapes Smartdyt| Chart | Hyperlink Bookmark Cross-reference | Header Footer  Page Text  Quick Wordart Drop Equation Symbol

Mumber~ | Box~ Parks~ @
Tables I Tlustrations I Links Header & Footer

Cap - '8 Object ~
Text Symbols

Insert SmartArt Graphic
Insert 3 Smartart araphic to wisually

o communicate information.
-
e Smarkart graphics range from
J \) graphical lists and process
- = diagrams ko more comples

o.e araphics. such as Venn diagrams
and arganization charts,

(@) Press F1for more help.
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You will then see the Choose a SmartArt Graphic dialogue. First, click a diagram category from
the list on the left. Then, choose a diagram type from the center pane. (Note that you will see a
preview of the selected diagram type from the pane on the right.) When you’re ready, click OK
to insert the diagram.

Choose a Smartirt Graphic

=l il .
o % 1T |s%a e e [ |
a.a

oo

B =
: /@ e T °
GEAL T ' :r:ﬂ U'E'. Ié! i—u

. -
2 Lisk -0 W

o0 Process

P Makrix
Block Cycle

Rens I"'Jﬂ Usze ko represent a continuing sequence
ﬁﬁ‘) of stages, tasks, or events in a circular
Flows. Emphasizes the stages or steps
rather than the connecting arrows or
Flow,

o] 4 % [ Cancel
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Now, you can click where it says “Text” and type your text. (Word will automatically adjust the
text size so that it will fit in the shape.)

www.microsofttraining.net Tel: 0208 682 4973 166



Word 2007 Intermediate Reference

Using the Text Pane

You may find it easier to use the Text Pane to add text to your diagram. To display it, click the
diagram and then click the arrows on its left hand side.
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Now you will see a pane on the left hand side of the Word window where you can type the text
for your diagram. Simply click where it says “Text” and type.

\H 9.0 Document2 - Microsoft Word Smarttrt Tools - @ x
Home  Insert  Papelayout  References  Mailings  Review  View  Desgn | Format (7]
(=) add Bullet <A Promote | - = = - []v] o = — L »
® 1 |<"= e [ Em ] m L m wm = m
o0 ~ ‘a.s Emem - e EHE EBE [ BE & W =W N

2 Rightto Left _ Demo

~dd
Shape ~ o Lavout Calors «

Create Grap

Layouts

Type your text here

® [5tage 1
* [Text]

* [Text]
® [Text]
® [Text]

Block Cycle

Use to represent a continuing sequence of
stages, tasks, or events in a circular Flow,
Emphasizes the stages or steps rather than
the connecting arrovs ar Flow,

Learn mare sbout SmarkArt graphics

;age:lnfl ‘ Wards: 0 | <4 English U.5) | = ‘

To hide the text pane, click the X in its top right hand corner. Note that there is also a Text Pane
button on the SmartArt Tools Design ribbon that will toggle the text pane on and off.
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Using the SmartArt Tools Design Ribbon

Let’s take a closer look at the SmartArt Tools Design ribbon. Although we aren’t going to go into
all of these commands in-depth, this is a good place to start if you want to customize the look
of your diagram.

pﬂ H9-u6& - Document? - Microsoft Word Smarkart Tools A
—Q/ Hiome Insert Page Lawout References Mailings Review Wiew Design Format (7]
i3] Add Bullet @ Promote - i - o 53;?
a = o h == . . " v . r . v I || =
aad o R I I - : = cn mge - - ! [} - L] - e W | e
Shape - & Layout [T et pane o9 = = - = || Graphi
Create Graphic Layouts Smnartart Shyles Reset
Create Graphic Add Shape Add another shape to the diagram.
Add Bullet Add another point of text to the current shape.
Right to Left Change the layout to Left to Right. (If the layout is

already Left to Right, clicking the button will change
it to Right to Left.)

Layout Change the branch layout for the current shape.
(Only available for organizational charts.)

Promote/Demote  Move the shape up or down one level. (Only
available for organizational charts.)

Text Pane Toggles the text pane on and off.

Layouts Gallery Click a different type of SmartArt to apply it, or click
the arrows to see more types.

SmartArt Styles  Change Colors Change the color scheme for the diagram. (Options
will vary depending on the theme selected in the
Page Layout ribbon.)

Gallery Click a style to apply it to your diagram.

Reset Reset Graphic Reset the diagram to the default settings.
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Using the SmartArt Tools Format Ribbon

When a SmartArt diagram is selected, you will also see a Format ribbon become available.

O d2-0& )~ Document2 - Microsoft Word Smartart Tools - &%
o) =
—" Home  Insert  Fagelayout  Refererces Mailings  Review  View Design | Format (7]

[y Change Shape * 31 shape Fill - ) A Text Fill + = T .|#.v =
o Larger Abc Abe apc | L Shape Outline = A A - & Test Outline - |55}
= i r = Position size
] smaller T ) shape Effects + T Text Effects « - M Tedwirapping * Sk -
Shapes Shape Styles L Wordart Styles il Arrange

Let’s take a look at each command.

Shapes Editin 2D If a 3D style has been applied, use this button to switch to
2D view, which may make editing your diagram easier.
Change Shape  Change the current shape.
Larger Make the current shape bigger.
Smaller Make the current shape smaller.
Shape Styles Gallery Click a style from the gallery to apply the style to the
current shape, or click the arrows to see more shapes.
Shape Fill Change the color of the shape’s fill.
Shape Outline  Change the color of the shape’s outline.
Shape Effects Apply effects to the shape.
Option button  Opens the Format Shape dialogue.
WordArt Styles  Gallery Apply a style to the text in the current shape.
Text Fill Change the color of the text’s fill.
Text Outline Change the color of the text’s outline.
Text Effects Apply effects to the text.
Option button  Opens the Format Text Effects dialogue.
Arrange Position Displays a menu of positioning options.

Bring to Front

www.microsofttraining.net

Bring the shape forward in a pile.
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Send to Back
Text Wrapping
Align (=)
Group (*1")
Rotate (=47)

Size Size

www.microsofttraining.net

Send the shape backward in a pile.
Choose how text will wrap around the diagram.

Align or distribute shapes.

Group multiple shapes so they can be moved as a unit.

Rotate shapes or the diagram.

Set the size of the diagram.
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Editing SmartArt

Now that we know how to create a basic SmartArt diagram, it’s time to learn how to do a bit
more with it. In this lesson, we’ll learn how to resize your diagram, change the layout, change
the color scheme, work with shapes, and add effects to shapes and text.

o Cliick the Inseart ribbon
o Cllick SmartAre

>

f - Picka category

F
7

° Type your
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Resizing and Moving Your Diagram

Like regular images, you can resize and move your diagram. First, click the SmartArt to select it.
Then, click any of the dotted handles and drag. A border will appear, showing you the new size
of the SmartArt.

M o Click the Insert ribbon
o Clliick SmnawreAwrt

§
{

l(o

[Pick a category

° Type your

_|_

Note that you can drag the diagram out to make it bigger, or drag it in to make it smaller. Word
will adjust the text and the shapes to fit the new size.

You can also enter exact dimensions on the SmartArt Tools Design ribbon.

3| Height; 3.5 :

= . ) -

fo< Width: 6 -
Size
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You can also click the border of the SmartArt and drag it to any location on the page. (If you are
using In Line with Text wrapping, you are restricted to locations that already have text.) Borders
will appear, showing you where the diagram will be placed.

gl © Click the Insert ribbon
o Cliek SmartArt |

° [Pick a category

. your text

www.microsofttraining.net Tel: 0208 682 4973 174



Word 2007 Intermediate Reference

Changing the Layout

If you’ve created a diagram and then decide that you want a different layout, you don’t need to
re-create it. First, make sure you click the outer border to make sure the entire diagram is
selected. Then, click the layout arrows on the SmartArt Tools Design ribbon and click a style. As
you mouse over each style, you will see a preview applied to your diagram.

[=

@ Ho-6& )+ Smartart.doct - Microsoft Word Smarkirt Tools - 8 X
ity — @

Home  Insert  Pagelayout  References  Mailings  Review  View Design  Format

d (5] Add Bullet <& Pramate - — - %
ad Srghttotert | S oernat: || momm TET Faa @j - @88 - D ‘VI U l lmlL_l v R;t
L] Text Pane 4 =

d
Shape = & Lawout =

Graphic
Create Graphic = " — Smartart Styles Reset
e e e DOD | [ I =
 — = e ————
. Chewran List g
= - JR—— | = =
= e =8 BE
- = -} = | |
& E e 8 =
EEEEE mas § -

BE an

I More Layouts...

Type your text here

* Stepl

. St;pjick the Insert ribbon m o @ﬂﬁ@k @ﬂ@ u[mm U:ﬁm

w * Click Srnartart

Mz © Click SmartArt

* Type your text

° Pleck a category

Wertical Chevron List

Use to show a progression or sequential steps
- in a task, process, or workflow, or to
enmphasize maverent or dirsction,
Emphasizes Level 2 kext over Level 1 text,
and is a good choice for large amounts of
Level 2 text,

Learn more sbout Smartirt araphics

° Type your

Pageilofl  Words:i0 | o English (Us) | B Saving AutoRecovery file Smartrtdoos ) ®HE EEEET

Although Word tries its best, you may need to modify the diagram after you have changed its
layout. And, you may find that some diagram types are not suitable for your purpose.
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Changing the Color Scheme

You will also find a gallery of colors under the Change Colors option in the SmartArt Tools
Design Ribbon. First, make sure you click the outer border to make sure the entire diagram is
selected. Then, click the Change Colors button and mouse over the colors to see a preview.

Once you see a scheme that you like, click it to apply it.

[ —

|’@ H9-0v &) -+ Smartart.doce - Microsoft Word Smarbért Toals
it L -
- Home  Insert  Pagelayout  References  Mailings  Review  Yiew | Design | Format
5 AddBullet | < Promate -
. ) = - IE—
” 2 Rightto Left | & Demote = L — = [ - B
Shape = o Layout ] Text Pane. v L — = |llcolors -
Create Graphic Layouts Primary Theme Colors
R

Type your text here x
* Stepl
= Click the Insert ribbon
= StepZ

PR

C— —

V— (E—

Colorful

—
— —
Accent 1

ME— )

==

v

Accent 2

Accent 3

M

e Click the — —

w * Click Srnartart

e Click SmartArt

* Pick a category

Wertical Chevron List

Use ko show a progression o sequential steps
- in a task, process, or workflow, or to
enmphasize maverent or dirsction,

i . Step3 g
- * Pick 3 category
N * Step4
. * Type your text @
' (
4

Emphasizes Level 2 text over Level 1 kaxt,
and is a good choice for large amounts of
Level 2 text,

Learn more sbout Smartirk araphics

% » Type your text
.

- | X
|V INE .
: Reset
R S
v v —
— !
— —
v v——
U:IH:‘
[ —
v v—
':l
':Ev

Pageilofl  Wordsi0 | O Englishus) | B

Note that the colors available depend on the theme being used. In this case, we’re using

Solstice.

www.microsofttraining.net

Tel: 0208 682 4973

176



Word 2007 Intermediate Reference

Changing the Effects Scheme

You can also change how the shapes in your diagram look. First, make sure you click the outer
border to make sure the entire diagram is selected. Then, click the arrow in the SmartArt Styles
chunk of the SmartArt Design Tools ribbon and click a style. As with shapes and layouts, you can
mouse over various styles to see a preview.

My -0 = SmartArt.doce - Microsoft Word Smartart Toals - = x
i) — =
= Home  nsert Page Layout  References Mailings Review  Wiew Design Farmat @

i3 2dd Bullet & Promote ~ o0 g

d - v: F [- ] o 5 | BestMatchfor Document zai}
& Righttoleft | & Demotz = j = [- ] - - —

Add - v [ | _ | Change Reset
Shape = & Lavout ] Text Pane T Colors < | Graphic
Create Graphic Layouts Reset

3-D
N )

Note that the effects available here will depend on the theme being used.
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If you don’t like the styles and effects that Word offers, you can edit individual shapes in your
diagram. First, click the shape to select it. Then, click the SmartArt Tools Format ribbon. Now
you can click a shape style from the gallery, or you can change the color, shape, and/or effects

separately.

D) H2-6@& )+

g
- Home Insert

Page Layout  References

SmartArt.doce - Microsoft Word

Mailings

Review  View Design

SmarkArt Tools

Format

4 [y Change Shape *
4 o Larger
.:?D 2 smaller
Shapes

Shape Styles e

£ Shape Fill -

\
,

..... = Shape Effects

WordAr Styles

Type your text here x

N ® Stepl ‘l
- step |

# Click the Insert ribbon

R - I N -

Click the Insert ribboné%

LA Test Fill -
- & Text Outline -
Text Effects -

= StepZ

@ * Click SmartArt
* Step 3

* Pick 3 category

Click SmartArt

J

= Step 4

* Type your text

% Step 3

Pick a category

5 in & bask, process, or workFlow, or to
emphasize mewement o direction,
Emphasizes Level Z text over Level 1 text,
and is a good choice For large amounts of

¥ertical Chevron List

Use to show 5 progression ar sequential steps
tep 4

Type your text

Level 2 text,
Learn more shout SmartArk graphics

& TybringtoFont~ 127 (=

& send to Back ~  [F]

Position size
- [ Text Wrapping - Sk~ -

Arrange

W

® =

Pageilofl  Wordsi0 | f  English(Us) | 23

In this case, the first shape will be changed; look closely and you can see handles around the

rectangle.
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You can also use the tools on the Shapes chunk to change the current shape, or make the
current shape larger or smaller.

Edit
in 20 ] smaller

Adding Text Effects

You can also add special effects to the text in your diagram. First, decide what text you want to
modify. If you want to change all of the text in the diagram, click the diagram border to select
all the text. Or, you can select diagram text like you would regular text. (Note, however, that
you can only select text in one shape at a time.)

Once your text is selected, use the tools on the WordArt Styles chunk on the SmartArt Tools
Format ribbon to edit it. You can apply a style or you can modify the fill, outline, and effects
individually.

Do)l 9- & - SmartArt.doce - Microsoft Word Smartart Tools - =X
ity !
Home  Insert  Page layout  References  Mailings  Review  Yiew Design  Format (7]
3 o il - = i =~
% @Change Shape Qshape Fill AText Fill {4, Bring ta Front = |2 Fm
: b Larger Abe ~ L& shape Outline - ;\ ) - {7 Text Outline - B send to Back +  [F]
Edit = - =Y a\Y = Fosition Size
in 2.0 i Smaller T ) Shape Effects — <= | [ Text Effects - - M TedWrapping = Sk~ S
Shapes Shape Styles e} Jfordart Shyles I} Arrange

Here are some examples.

o Click the Insert ribbon
e Click SmartArt

- PICKA CATEGORY
Type ur texc
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Using Text Boxes

Text boxes are a great tool for laying out documents. They are like AutoShapes in that they can
be formatted and customized. However, you can also add text to them, link them, and much
more! In this lesson we’ll learn all about how to insert, draw, format, edit, and link text boxes.

highlight a quote,
an interesting
point, or give the
reader a break
from the main
document.

Text boxes can also

Inserting a Pre-Defined Text Box

Thisis a
sidebar text
box. These pre-
designed text
boxes are new

in Word 2007.

Like watermarks, page numbers, headers, footers, and cover pages, Microsoft Office Word
2007 includes a number of pre-defined text boxes. To add one of these to your document, click
the Insert ribbon, click Text Box, and choose the type of box that you want.
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AlE 4

2k Signature Line -
53 Date & Time

Text | Quick ‘WordArt Drop

Eox~ | Parts -~ x

Cap - '8 Object ~

T

Equation Symbol

Austere Sidebar

Braces Quote

Erace: Quote 2

Conservative Quote

Conservative Sidebar

Contrast Quote

Contrast Sidebar

Cubicles Quote

Cubicles Sidebar

&7

e P o Tt 1 o e 0

Fromminm muem b aickn 12 mmisies s -eygirmrss o e man

e e sl e e e 1 B e P e

Decorative Quote

Drrawy Test Box

P
g

Exposure Quote

Exposure Sidebar

F

-

Note that you can scroll up or down to view the entire list. Once you have found a box that you
like, click it. This will insert the text box into your document; just click inside the box and type

your text.
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Drawing a Text Box

To create a simple text box, click the Insert ribbon, click Text Box, and click Draw Text Box.

Austere Sidebar Braces Quote Eraces Quote 2 -
| Dirawe Text B
@| Lave Selectiu:ul i
Drawr Text Box

Insert a text box into the
document, or add text to the
selected shape,

Your cursor will turn into a crosshair; simply click and drag to create the text box.

\H AN ﬂ_)' Docurment2 - Microsoft Word - O X
Home lnsert Page layout  References  Mailings  Review  Wiew @
g N ' ' ' ' _ Signature Line
lD»u DHEPRE @ B B 30 NEdlm T o
(53 Date & Time
Cower Blank  Page | Table || Picture Clip Shapes Smartart Chart || Hyperlink Bookmark Cross-reference || Header Footer Page Text Quick Wardart Dro Equation Symbal
Page - Page Break At - Number~ | Box- Partsv - (ap "gd Object ~ - -
Pages Tables Tlustrations Links Header & Footer Text symbols
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Working with Text Boxes

Text boxes are a lot like other Word shapes in that there are many things that you can do with

Word 2007 Intermediate Reference

them. Let’s look at a few of the most common tasks.

To move a text box, first click it to select it. Then, drag it to place it wherever you want.

( '_iF ah |t

quoate T

.-

! [fype a quote from the document
1 orthesummary ofaninteresting
y point. ¥ou can positionthe text
boxanywhere inthe document.
Usethe Text Box Tools tabto

! change the formatting ofthe pull
quote text box]

T s ea
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To resize a text box, select it, place your cursor over any of the blue handles, and click and drag
to the desired size.

__________ . ] .

[Twpe a quote from the document

orthesummary ofaninteresting
point. ¥ou can position the text

s boxanywhere inthe document. b
Usethe Text Eox Tools tab to
change the formatting ofthe pull
quote text box]

i
]

You can also use the Size chunk on the Text Box Tools ribbon to enter exact dimensions.

af] 2a2r 2

— | © e

T4 208 =
Size [

To delete the box, click it to select it and then press Delete on your keyboard.
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Using the Text Box Tools Ribbon

If you have a text box selected, you will notice a new ribbon appear: Text Box Tools.

O\ d9-6& ) Document2 - Microsoft Word Text Box Taals - & x
2 Hame Insert Page Layout References Mailings Review  ‘iew Farmat 7]
AZ — + - =
A A3 Text Direction 2 shape Fill t o | ThBrinatoFront - |2 aign D
. == creste Lnk . . . . - L shape Outiine ~ —] 2%0, J I <h ‘J 2y sendtoBack + 12 ‘J
Draw ____ — Shadow 30 Position =1 307"
Text Box ~ LY change shape * | Effects 3 Effects ~ 5 - D Textwrapping © Sk Rotate < || 537
Text Text Box Styles il Shadow Effects 3-0 Effects Arrange Size
, . .
Let’s take a look at each command in the ribbon.
Text Draw text box  Allows you to draw a custom text box.

Text Direction  Toggles between vertical and horizontal text.

Create Link Link text boxes. (We will discuss linking later on.)
Break Link Unlink text boxes. (We will discuss linking later on.)
Text Box Styles  Gallery Click a style from the gallery to apply the style to the

current text box, or click the arrows to see more shapes.
Shape Fill Change the color of the shape’s fill.
Shape Outline  Change the color of the shape’s outline.
Change Shape  Make the text box conform to a particular shape.
Option button  Opens the Format Text Box dialogue.
Shadow Effects Menu Displays a menu of shadow effects.

Toggle Buttons  Use these buttons to apply or remove the shadow from
various edges.

3-D Effects 3-D Effects Displays a menu of 3-D effects.

Toggle Buttons Use these buttons to apply or remove the 3-D effect from
various edges.

Arrange Position Displays a menu of positioning options.
Bring to Front  Bring the box forward in a pile.

Send to Back Send the box backward in a pile.
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Text Wrapping
Align (1= )
Group (i)
Rotate (=47)
Size

Size

Option Button

Choose how text will wrap around the box.

Align or distribute boxes.

Group multiple boxes so they can be moved as a unit.

Rotate boxes.
Set the size of the box.

Opens the Format Text Box dialogue.

Changing the Appearance of a Text Box

Like SmartArt, shapes, and other elements, Microsoft Office Word 2007 offers you a number of
pre-designed styles for your text box. To apply a style, click the text box and then click a style

from the gallery. (Remember that you can click the arrows to see more styles. As well, the

styles that you see will depend on th

Document? - Microsoft Word

Ip) H9-0& -

Home  Insert  Page layout  References  Mailings  Review

e theme that you are using.)

Text Box Tools

Wiew Format

A_; Text Direction

=9 Create Link
Draw .
Text Box =

Text

Break Link
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ea®cC 00
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)
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Fill - -* & [E]
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31 send to Back ~
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& shape * | g 1 L2
P Effects ~ Effects =
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You can also manually change the fill and outline colors using this chunk.

Za
.J . . . . . ) B_, Shape outne "

You can also change the shape of the text box using the Change Shape button on this chunk.

I@ Change ShaP{: *l

Text Box Styles

Basic Shapes
OOUCO®ANOOT
FEO0O0O@®AY X8
OGOl 147

Block Arrows
DAL LER T
€ dwvneD» LI
LA

Flowrchark

OO0l eoaly
ODARNKD X ¢ AVED
Qo

Callouts

|_Y__| C] Q 'E.f'_B I P d:l 5 AT AR E[IZE
AT AT |: 10 .40 AO dl:l

Stars and Banners

wendr Y DS G S EE
ORI

F

-
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Adding Shadow and 3-D Effects

In addition to basic formatting, you can use the Text Box Tools ribbon to add shadow or 3-D
effects to your text box. (The two effects cannot be used together.)

Both effects are applied the same way. First, click either the Shadow Effects or 3-D Effects

menu.

Mo Shadow Effect

Drop Shadow

ﬁ Shadow Colar

Then, click a shadow or effect. You will also notice additional options at the bottom of each

menu for customizing the effect.

www.microsofttraining.net

Mo 3-D Effect

Perspective

7 /B

SZINSIN[Z2

g

I::S.I;

Direction

Lighting

Oy ™

Surface
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Once you have applied the effect, use the toggle buttons to control which edge of the box it
appears on. (The center button turns the effect off.)

o +
p<h O30,
&

+

Remember that you can come back and adjust these effects at any time, so don’t be afraid to
experiment!
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Linking Text Boxes

If you’re creating a story type of document (such as a newsletter), you can create multiple text
boxes and link them. This way, when there is too much text for one text box, it will overflow

into the other box.

To link text boxes, click the first box and click the Create Link button. (Note that a detailed

description will appear.)

R I

Docurnent? - Microsoft Word

Text Box Tools

Format

it Direction

T =

wak Link

Text Text Box Styles

Create Link

Link this text box to another one
5o that text flows between them.

The mouse cursor will change to
showr that you are ready to link,
Click on an empty text box ta link
to it

Text will flonn frionm the current text
boxto the linked one.

!

o
L,
g,

= LZ shape Outline ~

= [y change Shape =
F]

Unlessyou'reanauthority on
your subject, youropinions
carry only asmuchweightas
the evidence you can marshal
to supportthern. The more
evidenceyoucancollect
beforewriting the easieryour
wiriting taskowill be |

sk yourself, What
infarmation daol need and
where do| getit? Thisisyour
starting pointfor compilingthe
infarmation thatwill become
yourevidence. Sometimes
yourmemory and the fileswill
provide allyouneed. Inmare
extensive reports, however,
you may use libraryresearch,
observation, and field wark
thatmay include experiments
or surveys. Remermberthatthe
kind of evidence you need is
goingto depend 5 great desl

L O les
o |Po%P
+ Effects ~ '9
Shadow Effects 3-D Effects

[Type a quote from the document
arthe summary of an interesting
point. ¥ou can position the text
baxanywhere inthe document.
Use the Text Box Tools tabto
change the farmatting of the pull
quote text box]
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Then, click the second text box. (This second box must be empty.)

gText Direction

&a Create Link
Draw . )
Text Box &2 Break Link
Text

Document? - Microsoft Word

. DwshapeFill -
= [Z shape Outline ~
= [ Change Shape -

Text Box Styles

[F]

Unless you're ansuthority on
your subject, youropinions
carry only ssmuchweight as
the evidence you can marshal
to supportthem. The more
evidenceyoucancollect
before writing the easier your
writingtaskwill be

sk yourself, What
information do | need and
wheredol getit? Thisisyour
starting point far compiling the
infarmation thatwill became
yourevidence. Sometimes
yourmemory and the fileswill
provide allyou need. Inmore
extensive reparts, however,
wou may use library research,
observation, and field work
thatmay include experiments
orsurveys. Rememberthatthe
kind of evidenceyouneedis
goingto depend 3 great deal
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Ty Bring to Front = |2 Align ~

B send to Back * 1B Group ~
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- TextWirapping = %k Rotate =
Shadow Effects 3-D Effects Arrange
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Now the boxes will be linked. Note how the text flows from one box to the next.

nlessyou're anauthorty on
vour subject, youropinions

carry only asmuchweizht as
the evidence you can marshal
to supportthern. The more goingto depend a great deal

evidenceyou cancollect onyour purpose and audience.
beforewriting the easiervour

weriting taskwill be.

askyourself, “what

information do | need and
wehere do | getit?®™ Thisisyour
starting point for compiling the
information thatwill become
wourevidence. Sometimes
wour mermory and the fileswill
provide allyvou need. Inmore
extensive reports, howeyver,
wou may use library research,
observation, and field work
that may include experiments
arsurveys Rememberthat the
kind of evidence vou needis

To break the link, select one of the boxes and click the Break Link command on the Text Box
Tools ribbon. Note the warning that states all text will be placed in the selected text box.

A | 23 TextDirection

== Create Link
Drawe -
Text Box |52 Break LinL\\&
Text
Break Link

Ereak the link betweern this text
box and the next one,

All of the text will be placed in the
selected text box,
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Embedding Objects

Although Microsoft Office Word 2007 is very powerful, there will be times when it just can’t do
what you need it to. There will also be times that you have created a file in another application
but need it inside a Word document. In this lesson, we’ll learn about objects, a powerful way to
enhance Word’s abilities.

Adding Text from a File

Although you can copy and paste text between word processing programs, you may find it
easier to insert the text from the file. To do this, first click to place your cursor at the location
that you want the text to go. Then, click the Insert ribbon, click the drop-down arrow next to
Object, and click Text from File.

g’l:;é\‘; d9-0& - Documentl - Microsoft Word - B X

= :
~ Home Insert Page Layout References Mailings Review Wiewr (7]
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£ Testfrom File..
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Insert Text fram File

PACING

Do you trudge likea turtle or race like a rabhit? The rate at which we speak is closely associated with our
personality, However, we can train ourselvesto pause after a particularly dramatic statement, or after a question

Then, browse to your file and click Insert.

Insert File @
Look in: |@ Deskkop v| @-3 | X ChHE-

D ET‘ Images.docx
= Microsoft Office Word Document

Trusted 41 KB
Templates

)

Deskiop

Iy Metwork,
Places

My Computer
My Documents

b
L‘é File name: | v | Range...

s Files of type: |A|| Files (*.%) v |

Insert: [\'_l[ Cancel ]

-
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The file will then be inserted, and formatting should mostly be intact. You can now format and

edit the text in the usual way.

/E;'s\‘ =9~ - Docurmentl - Microsoft Word
u

Home  Insert | Pagelayout  References  Mailings  Review  View

AN O HBEOPEe b 003 P4l T o

5} Date & Time
Cower Blank Fage | Table || Picture Clip  Shapes Smartért Chart || Hyperlink Bookmark Cross-reference || Header Footer  Fage
at - >

Tt Quick Wordart Drop Equation Symbol
Page = Page Break - Mumber~ | Box+ Parts= - Cap - "4d Object - - -
Pages Tables Tlustrations Links Header & Footer Text symbols
STANCE

The way we stand conveys a lot about our level of confidence, & good posture (head up, shoulders back, both feet

onthe floor) says we are confident, Watch that you don’t sway, rock, or pace when you are speaking to others,

Intonation

Intconation is the rise and fall of your vecice. Which do you prefer,
monotonous or melodicus? Do your words come out pleasant and energetic or
lifeless and wooden? Think in terms of friendliness and a desire to
communicate with others.

Pitch

Creating a New Object

Objects allow you to use the power of other applications right inside Word. To insert a new
object, click the Insert ribbon, click the drop-down arrow next to Object, and click Object.

2k Signature Line - ‘]'c Q

53 Date & Time
Equation Symbol
| Ohjectq - -
bﬁ Ohject.. & }> Symbals
Eﬂ_‘l Text from
Insert Object

Insert an embedded object,
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The Object dialogue will open. Since we’re focusing on creating a new object, we’ll leave the

dialogue at that tab.

Create Mew | Create from Eile

Ohject bype:

Microsaft Office PowerPaoint Slide
Microsoft Office Project Document:
Micrasaft Office Yisio Drawing

Microsaft Office Word 97 - 2003 Documnent
Microsaft Office Word Dacurment

Microsaft Office PowerPoint Macro-Enabled Presentation
Microsaft Office PowerPaint Macro-Enabled Slide
Microsaft Office PowerPaint Presentation

| &

Resul

[~
EE object into your docurment,

Inserts a new Microsaft Office PowerPaint Slide

[ ] Display as icon

[ Ok * [ Cancel

Simply choose an object type from the list (the list will differ depending on what programs you

have installed on your computer). Then, click OK.
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You will now see the chosen program’s interface (in this case, PowerPoint) inside Word.

- Microsoft Word

File  Window
A -0 )7
Hiome Insert Design Apimations Slide Show Feview Wigw Add-Ins (7]
= M ocut =] Layout - B 11} Test Direction ENNOo0 - &» Shape Fill & Find
L el || | -
_J 3 Copy . 'E‘Reset | Align Text A—I_—I_‘ED& - L7 Shape Outline 23 Replace =
Pasts il r av A k
=2 Format Painter || spidee 4 Delete || (3 myetinymben i | e convertto smartart~ || % YL 3 oy [z 0TS S%,Lf';s _ Shape Effects ¢ Select =
Clipboard ) Slides Font Paragraph Drawing Editing
1.5.1 N | S 4 | R R O &
. Pitch iz the highness or lowness of the sound of our weoice. We each have a
- natural pitch at which we speak and that may or may not be good. Most
N speakers talk on too high a pitch. A thin, high-pitched voice lacks
autherity and often scunds harsh and unpleasant. If your pitch is teoo
- high, speak carefully, enunciate words clearly, and work on consciously
) pitching your voice lower, a half-tones at a time.
Facial Expressions
The face conveys more messages to the listener that any other part of our
body. Positives are a smile, eye contact, relaxed facial muscles, and an
8 alert expression. Negatives are rolling your eyes, frowning, glaring,
N A EE TN EIEEA3 T 2 I T TN T O RN e T e 2 N EEE 3 L ED A L EEE
- o
o &
. 5
El Clickto add subtitle
: &
o
5 ]
. o
. z
Page;20F2 | Words:340 | < English(us) |

You can create the object (in this case, a slide) using the program’s tools. Then, click inside the
regular document to return to the Word interface.
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At any time, you can double-click the object to re-open the interface. You can also right-click
the slide, choose Object, and click Open to open the object directly in its native application.

Pitch i= the highness or lowness of the =sound of cur voice. We each have a
natural pitch at which we speak and that may or may not be good. Most
gpeakers talk on too high a pitech. & thin, high-pitched voice lacks
authority and often scunds harsh and unpleasant. If yvour pitch iz too
high, speak carefully, enunciate words clearly, and work on consciously
pitching your volce lower, a half-tone at a time.

Facial Expressions

The face conveys more messages to the listener that any other part of our
body. Positives are a smile, eye contact, relaxed facial muscles, and an
alert expression. Negatives are rolling yvour eyes, frowning, glaring,
smirking, or loocking tense.

Slide 1

This is the first slide.

Cut

Copy

Paste

Slide Object 3

Edit

Hyperlink... Dpen

Insert Caption.. Conwert...

Borders and Shading...

FOoOEE [Fiex

Eaormat Object..,
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Creating an Object from a File

If you already have a file that you want to use, then click the Create from File tab in the Object
dialogue. Here, you can click Browse and locate your file.

Creake Mew | Create from File

File name:

|Z:'|,D|:u:uments and Settingsivelsoft Deskioph Training! Slides, ppkx | Browse, ., |

[ ] Link ko file
[ ] pisplay as icon
Result

document so that wou can edit it later using the

.. Imserts the conkents of the fils into your
EE application which created the source file,

O R& [ Cancel
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Once you click OK, the object will appear in the document. Once again, you can double or right-
click it to see controls from the native application. You may even see additional controls that
were not originally available.

Facial Expressions

The face conveys more messages to the listener that any other part of our
body. Pozitivesz are a smile, eve contact, relaxed facial muscles, and an
alert expression. Negatives are rolling your eyes, frowning, glaring,
smirking, or locking tense.

Cut

Copy
Paste

Present%an DObject Show

Hyperlink.., Edit
Insert Caption... Qpen
Borders and Shading... Conyert.,

B, Format Object.

Linking Objects to a Word Document

Another type of embedded object is a linked object. Linked objects remain connected to the
source file, so that when the original data is updated, the object in the Word document will be
too. This is especially effective for spreadsheets, databases, and other documents that are
updated frequently.
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To link a file, simply check the “Link to file” box in the Object dialogue. You can also check the
“Display as icon” box to show a program icon instead of the file’s contents.

Create Mew | Create from File |

File name:

|Z:'|,Dn:n:uments and SettingsiWelsaft Deskiop Training! Slides . ppkx | Browse. .. |

[ ] Display as icon

Result

Inserts the contents af the File inko ywaur

@_, docurnent and creates a shortouk bo the source
file. Changes ko the source file will be reflected
in your document,

ik N)[ Cancel
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Working with Templates

Have you ever found yourself creating the same type of document over and over again? If so,
you may be interested in templates. A template is a document that can contain styles,
graphics, objects, and sample text. Its purpose is to provide a format to place your text in to
save you time, and to help you keep your documents consistent.

Creating a Template

You have two options when creating a template. Your first option is to start from one of the
templates included with Word. To do this, click the Office menu and click New. Then, choose a
template in the New Document window from the Installed Templates list. Next, choose
Template under Create New and click Create.

Newr Document @
Templates Al (© | [=] | oriel Report

Blank and recent

Installed Templates | Installed Templates‘

My templates..,

Mesy from existing...

Liciosofioiiclonlng Oriel Letter Oriel Merge Fax

Featured

Agendas

Avvard certificates
Brochures
Business cards

Calendars

Contracts

Oriel Merge Letter Oriel Report
Envelopes

Expense reports

Fawxes FFax

Flyers

Farms

Gift certificates

Greeting cards

Inventaries Ciriel Resume Qrigin Fax

Invitations Create new: O Document @ T

[ Create [\é[ Cancel ]

Now, you can customize the template to your liking. Remember that the information should be
generic. In this example, you would want to include your name, but you would want to leave
the date and the details of the report blank.
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[TYPE THE DOCUMENT
TITLE]

[Type the document subiitle]

[Tape the ahstract of the document here. The abstract is typically a short
summary of the contents of the document. Tipe the abstract of the
document here. The abstract is typically a short sum mary of the contents of

the document.]

Bue Bmith
[Fick the date]

The other way that you can create a template is to start from a blank document and lay out the
template the way you want it.
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Saving a Template

Once you've typed in the standard information, click the Office menu and click Save.

Save As

Save in: |E| Templates V| @ - A | X Ca B3 -

D I Document Thermes
|51 5martart Graphics

Trusted
Templates

]

Deskiop

Iy Mebwork,
Places

9

My Computer

%

My Documents

T b File pame: |.C\nnual Report| v |

- Save as bype: |W0rd Templake (*.dotx) W |

-

[ Save l[ Zancel l

If you used the New Document dialogue to create your template, Word will save it in the
default location and save it as a template. All you need to do is type in the file name and click
Save.

If you started from a blank document, choose Word Template from the Save As Type list. Then,
Word will save it in the proper template location.
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Opening a User Created Template

To open your template, click the Office menu and click New. Then, in the New Document
window, choose My Templates.

Newr Document

Templates

>

| | Blank document

Blank and recent |
Installed Templates Blank and recent
My templates..,

e from existin %
My templates...

Microsoft Office Online

Featured Blank document | Mew blog paost

LR Recently Used Templates

Avvard certificates

Brochures

Business cards

This will open a window listing templates downloaded to and created on your computer.

Mews le

My Templates |
o &Y @ 5 @Ens
% : Preview
2007 calendar Agenda Annial Conference
with room F...  wizard. Wiz [BEsLHsled  agendaw...

a @ @

Conference Emploves Garage sale Halloween

agenda.dat  newsletter.daok Flyer.dat coskumm, ..

fiw (] i ['."E,IJ [ i _____ &
Mewsletter  Mewsletter.,,., Blank Mormalll,dat H "
wizard.wiz Document

Creake Mew
(*)Document () Template

I ok * [ Cancel

Simply choose a template and click OK to open it. If you don’t see your template listed here,
you can also use the Open dialogue to locate and open it.

[ £

7 I I
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Using a Template

Once you’ve opened a user-created template, what do you do with it? It’s easy: fill in the
information.

.\ Ho-0o& - I Document3 - Microsof‘tWordI | Text Bow Tools | - 2 X
Home Insert Page Layout References Mailings Rewiew WiEw | Format @

4sEbCeD | asBbzeDn AABE( AaBbC B % S

.,‘Replace
 Change
THMormal | THo Spaci..  Headingl  Heading 2 tylesgv h Sl <

Styles (F] Editing

Cliphoard ™=

| Title|

ANNUAL REPORT

Type the document subtitlel

[Twpe the abstract of the document here. The abstract is typically a short
summary of the contents of the document. Type the abstract of the

Note that a blank document has been created from the template, so you don’t have to worry

about overwriting the template. Now, you can work with this document just as you would any
other.
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Attaching a Template to a Document

If you’ve created older files that you would like to update with your new template, it’s easy.
First, make sure the Developer ribbon is visible. (You can enable it from the Options dialogue.)
Then, open the old document. Next, click the Document Template button on the Developer
ribbon.

;/-‘g-a\‘n (= e @ b Communication Skills.doc - Microsoft Word - T X
2y
—/ Horne Insert Page Layout References Mailings Rewview e Developer L7
A [ recard Macra Aa A = 2B & Design Mode E = schema E fiw) J oﬁ
=] =3 @ Pause Recording S3f Properties | 3] Transformation 5 =
Wisual Macros ] e - Structure . Frotedt Document| Document
Basic AMacm Security Ex -ﬁ '33 e @ Group f@'j Expansion Packs | nocyment = Templa& Panel
Code Controls HML Protect Templates

Document Template

Wiewe or change the attached
document template and manage
global templates,

In the dialogue that opens, click the Attach button.

Templates and Add-ins

Temnplates | ®ML Schema | ®ML Expansion Packs | Linked C355

Document template

|I"-.I|:urma| | [ aktach, %J

[ ] Automatically update document styles
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Then, choose the template that you want to attach to the document.

Attach Template X
Lawk in: |[E| Templates v| @ -Ch | ¥ o E-
D |1Document Themes

) Smartart Graphics
Trusked

S0 annual Repart, dokx
@ Conference agenda with tracks.dot

@J Conference agenda,dok
@ Emplovee newsletter. dot

Deskkop

Templates

-

Iy Mebwark,
Places

8

My Computer

o

My Docurments

File: name: |

LT Q"

=t Files of type: |P.II wiord Templates (¥ dobx; *.dotm; *.dat)

Tools -

Now, check “Automatically update document styles” and click OK.

Templates and Add-ins

Templates | ML Schema || %ML Expansion Packs || Linked 55 |

Document template

|‘| Datat Microsaft) Templakes! Annual Repu:urt.u:lu:utx” atkach. .. ]

[¥]iautomatically update document skyles:

You will now be using the template. You may need to do some tweaking, but the structure will
be there.
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Index
AutoShapes.... 133, 134, 135, 136, 140, 142, Alignment Tab command...... 98, 101, 102
180 CloSiNg VIEW ...evvveeeeeeiceiiieeeeee e, 84,91
3-Deffects. .o, 138 Creating from gallery ......ccccceveeirennnnnen. 83
Drawing Tools ribbon..........cccuvveeeeee.. 135 Design Ribbon .85, 88, 92, 97, 98, 99, 101,
Format AutoShape dialogue 135, 136, 140 105
INSEItiNG .evvveeeeeeeeeeeeeee e, 134 Editing ccvvvveeeee e, 85
ShadoWSs ... 139 Inserting graphics......ccccceeeveccviieeennennn. 99
SEYIES e, 135, 136 Link to Previous............... 88,90, 102, 104
What are?.....ccccevvveeeiiiieeecrieee e 133 Navigating ......coeveviiiieeeiiniiiee, 88, 90
Breaks Positioning ........ooeecviiieeeiiinnien, 90, 105
] o TP PPPPPPROPOPPPPPPPRE 3 REMOVING ..ottt 88
OptioNnS. ..o, 6 Insert Ribbon............ 8, 10, 83, 88, 89, 92, 97
Page. i 3,6 Inserting Blank Page........cccccevvvvveeiiinnennnn, 10
SectioN. .. 1,4,103 Inserting Text From Files.........ccccceeeennn. 193
Building Blocks.................. 87, 154, 160, 162 Microsoft Office Excel 2007 .......... 44,51, 52
Captions ..cooeevrreeeeee e, 115 Objects
Clip Organizer....ccocceeeecveeeeecieeeeecieee e 119 Creating from file ....cccovvvveveciieeinnen, 198
ClipArt ............. 118, 119, 120, 121, 122, 142 Creating NeW .....cceeeviiiiiieecceee e, 194
Formatting .....oooovvvcivvveeieeeeeecrieeeeee, 121 Excel spreadsheet .......cccceeeeeevcnrreennnnn. 51
INSErting ...cccoevvveeevieiiicciee e, 118, 119 (] (] o= TR 199
MOVING .evvieeieiiee e eciee e e 122 Office Menu .....cccceeeevvveeeennne. 202, 204, 205
RESIZING .ovveeeeeiieeieeee e 122 OLE .ot See Objects
Using task pane......ccccceeeeeeeevccnneeennnnn, 119 Options
WHhat is? .ooovviiieieee e, 118 Developer ribbon .......ccccceeeevecnvveennnnnn. 207
Columns ..ooooeiiiiiii 1,2 Page Layout Ribbon ..........cccceuuuneeen. 1,2,3,4
Cover Pages.....cccceeveeeeeeeevveiccieeee e, 8,10 Page Numbers......coovveeeeeeeeiennnnnee. 89, 92,97
Developer Ribbon ......cccccccovvvinveenneiennnn. 207 Changing style....ccceeevieciireeeeecceieeinens 95
Document Properties.......ccccevvunnee.. 157, 158 Formatting ......coovvvvvvieieiiiiieeeeecceeeees 96
Format Painter......ccccceeeeevevernennnnnee. 107, 123 INSErtiNG .uuueeeeeieeeeeeccee e 92
Graphics Page Numbers Format dialogue ........... 96
AlIgNING wevveeieieeee e, 151 REMOVING weevveeeeeeieeeee e, 97
Arranging....c.ooeecccvieeeeeeeeeecireeeee e 146 Paragraph Dialogue........cccoeeceviveeeeeiieicnnns 6
(G o o TR U 152 Pictures
GrOUPING «coeceviveeeee e e e eeeneees 149 Adjusting brightness and contrast...... 108
Ordering .....ccccvveeeeeeeeeeceeeee e 146 AlIgNING wevveeieieeeee e, 107
(Lo 1 uTo] T 1 1=] o1V SR 142 Captions ..., 115
ROtating.....vvveveiiieieieieieieeeieeeeeeeeeeeeeeeee 144 CoOMPressing....ccccceeeeeeieeeeeeeeeeeeeeeeeee, 108
Text Wrapping .....ccccceeeeeeeeeeeeeiieneeeienens 143 CroppiNg.cccceeeeeeeeeeeeeeeeeeeeeeeeeeeee, 110
Using Distribute commands................ 151 Deleting....ccooevveeeeeriieee e 107
Headers and Footers........ccccvvvveeennne 83, 102 Format Picture dialogue ...........c..cc..... 116
Adding the date and time.................... 101 Inserting from file .....cccovvveeiiniiiennns 106
Adding to gallery ......cccoevvveeiviiieeennnnnn, 86 MOVING ..eeviiiiiieiiieiiieteee e 107
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Picture Tools ribbon.........ccccceeeeneenns 107 Default schemes........ccccoecvveeeeiineeennneee, 64
RESIZING wevvveveeeiieieireeeee e, 110, 112 Deleting...veeeeeieeicirieeeee e 73
SEYIES e 109 Font schemes......ccooveveeeeeiicciiieeenecennnn, 63
Quick Parts........cccceeeeeeennn. 89, 157, 159, 160 MaNAZINE .evveeeeeeeeiirireeeeeeee e, 67, 81
Ribbons Modifying ....cceeeeiecciiieeeee e, 68
Drawing Tools ..... 133, 135, 142, 146, 151 Quick Style gallery...56, 58, 59, 65, 68, 71,
Equation Tools ....ccccvvveeeeeeeeiiieeee e, 53 76,78
Home....cooovveevennnes 30,57, 58, 60, 65, 107 Removing from text ......ccccceeevecnvrinnnennn. 58
Insert...... 12,51, 106, 118, 119, 123, 134, Style Inspector .........ccuuuee 67,76, 79, 80
157, 159, 164, 180, 182, 193, 194 Style Sets ..ccvvieieieeeecee e 60
Page Layout. 109, 142, 151, 154, 156, 169 Task pane................. 65, 66, 74, 77,79, 81
Picture Tools ...... 106, 107, 109, 110, 113, TYPES Of e, 56
116, 121, 122, 142, 151 Table
References ...ccevvecccvveeeee e, 115 And formulas......cccceeeeeeeicciieeeeeeecens 53
SmartArt Tools ... 168, 169, 170, 173, 175, AutoFit.......cccovveeeennnen.. 22, 34, 35, 50, 117
178, 179 270 g0 LY S URPPPRE 38
Table Tools..17, 20, 21, 23, 27, 30, 31, 33, Borders and Shading dialogue .. 39, 43, 72
35, 36,37, 38,42,44, 48,54 Cell alignment .....ccoooeeiveiiiieeeeieiiecinns 30
Text Box Tools............. 184, 185, 188, 192 Cell Margins....cooceeeeeeeecccvveeeeeeeeens 22,31
WordArt Tools.........cc.uu...... 123,125, 126 Cell SPACING .vevvrrreeeeeeeecerreeeee e, 32
Select Objects Command...........ccccuueeee. 107 Converting to tabbed text..................... 48
SmartArt... 27, 164, 165, 169, 170, 172, 173, Creating from tabbed text .................... 50
186 Deleting rows and columns ............ 19, 21
Adding shapes......ccccccevevveeeencnieeeennee, 169 Design ribbon .......coccvveeieiiiieecieee e, 20
Adding text.....cccovvieeeiiiiiee e 166 Distributing cells and rows.................... 36
And shapes.....cccovveeeiieiiiiccireeeeee e, 178 DIraWiNg ..uvveeeeeeeeiicireeeeeeeeeecnrrereeeeeeeeenn 13
Changing color scheme...........ccouu..... 176 GridliNES ..cooeetreeeeeee e, 21
Changing effects scheme..................... 177 INSEIEING vvvvveeeieeieireeeee e 12
Changing layout ........cccceeuvvveeene... 169, 175 Inserting rows and columns............ 18, 22
Design ribbon .......cccvvveeeiiieiiiicrreeenee, 169 Layout ribbon ......ccccveeeeeeeiiciiiieeeeeceenn, 21
Format ribbon .....ccccovveeveiiviiiiiiennnnn, 170 Manually formatting..........ccceeuunueee. 21, 36
INSEITING evvvveeieeeeeireeeee e, 164 Merging cells.....cccoevvrvvreereeiieicnnnnen. 22,23
MOVING ..vvvviiiiiiiiieirrirerererereeeeeeeeeeeeeeeenn 174 MOVING ..vvvviiiiiiieiirereierererereeeereeeeeeeesessene 26
RESIZING ..vvvvveeeeee e 173 Parts of .....eeveeieiicceeee e, 11
SEYIES e 169 Quick Tables....ueeeeeiieiciieeeeee e, 15
Text effects i, 179 RESIZING .evvvveeeeieeecieeeee e 26
Text Pan@...coovveeeeeieneennnen. 167, 168, 169 Resizing rows and columns................... 25
What is? ..o, 164 Selecting.....ccccvieeeeeeiecceeee e, 17,21
Sorting Data ......ceeeeeeeeecciiiieeee e, 44 Splitting cells ....uveveeeriieciiieeeeeees 22,24
Styles SEYIES e, 21,27
Apply Styles window ........cccoecveeeennneenn. 59 Table Properties dialogue......... 21, 35,42
Applying to text......cccevuveeennen. 56, 58, 67 Text direction .....coocceeeeviieee e, 33
Color schemes.......cccvcvveeevvcieeeeniieeeennn 61 Template
Creating.....ooccvvveeeeeiieeiieeeee e, 76,77 Attaching.....cccccevvvieeeeniiiee e 207
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Creating...cocevveeeeee e 202 Unlinking ..ceeveeeeeieeiieeenecceiinen, 185, 192
OPENING...coivcttrierieeeeeeecrreeee e e, 205 Watermarks ....ccceeeeeeeeeeinreeeeeeeeeecinreenenen, 154
Y- 1 V714 = S 204 WordArt. 123, 124, 125, 126, 128, 131, 132,
USING woiiiiieeeeieeeeieee e 206 135, 141, 142, 151, 170, 179

Text BoX.....cc...... 27,117, 142,154, 180, 190 3-D effectS..cciinniieiiiiiiecieeeeee, 130
3-Deffects. .o, 188 Aligning ...ccoeevveiiiiiieeeeeee, 123,125, 126
Deleting...cveeveeeeeiceeee e, 184 Applying shadows .........ccccvvivveeeeennnns 129
Drawing ....cccceeeeeeeccvveeeeeeeeeecnenen, 182, 185 Deleting...veeeeeeeeeceeeee e, 123
LiNKiNG c.evvviieeee e, 185, 190 Edit Text dialogue .......cceenn......ee. 125, 126
Manually formatting.........ccecevveeeee... 187 Format WordArt dialogue................... 132
MOVING .ovvvviiiiiiiiieiererererereeeeeeeeeeeeeeeeeene 183 [ =T o V=S RRE 123
Pre-defined .......cccoovveviiviiieniniiieeces 180 Manually formatting ........cccceevvciveenne 128
RESIZING w.vveveieieieeeieeeeeeeeeeeeeeeeeceeeeeeeee e 184 MOVING ..ottt 123
ROtating....evvveieieieieveeeeeeeeeeeecccceeeeeeceeee 183 RESIZING ..ttt 131
ShadOoWS ......vveieiiiiiiiiiiecccee e 188 SEYIES e 125,127
SEYIES e 185, 186 Text direction ....ovccveeeencieeeiriiee e 125
Text Box Tools ribbon .......ccccccuveeeennee. 185 WordArt Tools ribbon .........cccceeennee. 125
Text direction ....ooccveeeercieee e 185
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