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Your Best STL Learning Tools

Welcome to your Best STL training course.

As part of your training, we provide you with the following tools and
resources to support and enhance your learning experience.

Thank you for choosing Best STL.

1 In-course
handbook

N

To guide you through your
training while you are on the
course.

Contains unit objectives,
exercises and space to
write notes.

N /

4 Delegate
account

-

Your delegate account
gives you access to:

» Reference material

» Course exercise files

* Advice & support forum

* Rewards programme

* Promotions & Newsletters

E&OE

Reference
material

Available online through
your delegate account.

Comprehensive reference
material with 100+ pages,
containing step-by-step
instructions.

N /

Trainer hints
and tips

/Hints and tips available

online from our Microsoft
qualified trainers for:

* All MS Office applications
* VBA

* MS Project

* MS Visio

_#more y.

24months
access to Microsoft

trainers /—\
b ?
Available through online
support forum.

Need help? Our team of
Microsoft qualified trainers
are on hand to offer advice
and support.

- /

Save with
Promotions

/ \ £
Save on further training

courses you book with
Promotions.

* 30% off list price
(time limited)

* £50 off list price
(blue card discount)

Best STL reserves the right to revise this publication and make changes
from time to time in its content without notice.
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Quick reference: Word shortcut keys

Command Keystroke
Bold Ctrl+B
Close Ctrl+F4
Copy Ctrl+C
Cut Ctrl+X
Exit Word Alt+F4
Font Ctrl+D
Font grow/shrink 1 pt. Ctrl+ ] or [
Help F1
Help—What's This? Shift+F1
Hyperlink Ctrl+K
Italics Ctrl+l
Justify—Center Ctrl+E
Justify—Full Ctrl+J
Justify—Left Ctrl+L
Justify—Right Ctrl+R
Line-spacing 1 Ctrl+1
Line-spacing 1.5 Ctrl+5
Line-spacing 2 Ctrl+2
List Bullet Ctrl+Shift+L
New document Ctrl+N
Open a document Ctrl+O
Paste Ctrl+Vv
Print Ctrl+P
Print Preview Ctrl+Alt+l
Repeat/Redo Ctri+Y
Underline Ctrl+U
Underline—double Ctrl+Shift+D
Save Ctrl+S
Select All Ctrl+A
Spelling and Grammar check F7
Table—to column bottom Alt+PgDn
Table—to column top Alt+PgUp
Table—to row beginning Alt+Home
Table—to row end Alt+End
Undo Ctrl+z




Unit 1 : Getting Started

Objectives

= Explain the elements of the Word window
» Create and save documents
= Access and use Help

www.microsofttraining.net Tel: 0845 519 4797 Page 1
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Elements of the Word window

1. File Tab (Backstage) 7.  Group of buttons
2. Quick Access Toolbar 8. Ruler

3. Title bar 9. New document
4. Minimise Window 10. Vertical scroll bar
5. Tabs 11. Status bar

6. Ribbon
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Create a new document

-
e e
[T
& D weow
A
: -l L -
R e
i [ ° £ B
e Y S
=
Lo m =

Saving a document

(W] Save 2 =5
=y l * » Liccaries » Dccuments » w | 6y | Seurcn Conuments =l
Crganize Poew fnider —~% ¢ 73
, Documents library 2 Faddd
W Favarites rohucer 2eccsbons )
Incempete
M Deskop S L
@ Domnioads | l >
- i o t
4 Reczert Flace " 5 ’J
. Jimiod My iMindMao My Shapes OneNote Work
“ Documrents Files Netsbecks
o Mhaic
e Pictoe %
File nere:  [B59 -
Save 35 Hype '14._)ro Document v
Authors Steghen Wiliars Toga Addatag
Seve Thumbnal
* HideFolden Took [ Save | l Cancel

Using Help

faBbCeDi | &aBbhCeDe AaBbC: Aa Microsoft Office Word Help (F1)
TMarmal | TMo Spaci.. Headingl  Hea Seicinslle e A
P btlﬂesv ™ pﬁ el = SN T
Shyles F] Editing

www.microsofttraining.net Tel: 0845 519 4797
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1. File Tab = New,

or Ctrl + N
Blank document
Create

1. File Tab—> Save,
or Ctrl+S

2. Select Location to
save to

3. Enter filename
Save

Use Ctrl+S to save
additional changes
made to your
document

Click @ or press F1
to launch Help
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Notes

Practice Activity — Introduction to MS Word
1. Create a new document.

2. Type “l have learned the basics of using Word to create, save, and print a document.
| also know how to use Help.”

3. Save the document as My achievements.
Find the Help topic on Opening a file.

Online advice and support forum

% www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft qualified trainers.
www.microsofttraining.net Tel: 0845 519 4797 Page 4
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Unit 2 : Editing Documents

Objectives

« Open and move around a document
» Use Word’s AutoCorrect feature

« Edit text in a document

+ Use the Undo and Redo commands

» Search for and replace text

www.microsofttraining.net Tel: 0845 519 4797 Page 5
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Open a document

it e — 1. File Tab - Open,
{_/-.\_., % ¢ Libraram + Documants b = [ | Esrch Dexamee ) or Ctrl+O
Diganice = Hem foka = [0 @
] M crasstt veond . U\.'IITU“"_If'l‘t? "t'a"'ﬁ" deange by Feldder ¥ 2 SE'ECt the ) .
_— e Location the file is
tecomgiote I saved in
il il = I T 3. Click on the file
B Wiy ivinzbdap Pty Shacm “neblct Wark OnCe
4 Liraria Fikca [TH—
7| Cucurmants
o Mui 4 Open
& Mutuiis
B vien
File riarras R T — -|
Teck = Gpen [] | e

Open a recently used document

o

T T R T T — .
. = File Tac >Recent
= | 8 oo Select document from
E e Recent Documents
% - list
Navigating a document using the scroll bar
- =X
@
2 Find *
AaBbCc % %, Replace
Heading2 - g:;::?f s Select -
Editing y
o T 5
l B — On the vertical scroll bar,
£ click up or down arrows, or
Page: & .
- click on and drag place
' marker
it she had
en new
www.microsofttraining.net Tel: 0845 519 4797 Page 6
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Navigating a document using the keyboard

Page Up Move up the document
(toward first page)
Page Down Move down the document
(toward last page)
Home Move to start of a line
End Move to the end of a line
Ctrl+Home Move to the start of the document
Ctrl+End Move to the end of the document
Using Go To
- x Find and Replace El@‘
“ Find Replace | GoTo
" Fing Go ko what: Enter page number:
aBbCc AAA % E -~ [+
= Chanos ¥ bed e Erter + and — ko move relative to the current location. Example: +4 wil
leading2 ;.‘: ‘Q. o lo N Igggkmark move forward Four items,
i _____..‘ - J':'; Zomment
Go To (Chl+ G [l —
e

N Press Fltor moxe help.

Notes

Home tab—>
Find=>Go to
or Ctrl+G

Select Page on left

Enter page
number

GoTo

www.microsofttraining.net

© Best STL 2009
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Edit text in a document

Backspace Remove the character to the left of the
cursor

Delete Remove the character to the right of the
cursor

Overtype Replaces text as you type

Turn off or on by pressing Insert key or
double-click on the letters OVR in the status
bar at the bottom of the screen

Undo and Redo
- — Both buttons are located
IH T on the Quick Access
toolbar.

Undo ) Redo (u Undo reverses the previous
action taken, shortcut is Ctrl+Z

Redo repeats actions that
have been undone, shortcut is
Ctrl+Y

Notes

www.microsofttraining.net Tel: 0845 519 4797
© Best STL 2009
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Autocorrect feature
TT Equation - §2 symbol ~ To view existing

AutoCorrect entries:
L2 Symbal - @ @@ @ M
e 1 o o 1. Goto Insert
ST = tab->Symbols
£ E ¥ -] group
. 2. Click Symbol and
s # = 2
select More
£l More Ssymbols.. Symbols
Symbol X 3. Click AutoCorrect
Symbols | Special Characters
Eont:l(normal kext) V| Subset: |Latin—1 Supplement v| TO Create an entry
i I - a =] - 2 .
L [CIEIRI¥| |87 1O« a 1. Type mis-spelt entry
203wt e A into Replace box,
AlA|A|A|A|E|CIE|E|E[E|I|T|T|T]D and correctly spelt
N|olole|a|o]x|alululolu]v|p|r]a . entry into With box
Recently used symbols: 2 CIICk OK
@O |s| i =|e|€l £ ¥|O|0 ™
DEGREE SIGH Characker code:|DDBD | from; |Unicode (hesx) V|
[&utoCorrect... l ’Shortcut Key... ] Shorteut key: Ctrl+@, Space
[ Insert l ’ Cancel ]
AutoCorrect: English (U.5.)
AukoText AutoFormat Smark Tags
AutoCorrect | AuboFormat As You Type
Show AutoCorrect Options buttons
Correct TWo Titial CApitals
Capitalize First letter of sentences
Capitalize first letter of table cells
Capitalize names of days
Correct accidental usage of cAPS LOCK key
Replace text as you type
Replace: With:
[
() ~
in ® =
(k) ™
Automatically use suggestions from the speling checker
Ok ][ Caniel
www.microsofttraining.net Tel: 0845 519 4797 Page 9

© Best STL 2009



Find and Replace

34 Find -

hac Peplace

i Select
Editing

Find and Replace

Find | Replace | Go To

Find what: |sa|es

Replace with: |dea|s|

I’ Replace l ’ Replace all l [ Find Mext ]

Cancel ]

Practice Activity — Editing Documents
1. Open the file Celebrate.

P W

spacebar.

© N o O

Go to the top of page 3.
Overwrite the word Closing with Summary.
Use Undo to reverse your typing.

1 Online advice and support forum

=

www.microsofttraining.net/forum

Move to the heading The Project team on page 2.

Save the document as My Celebrate and close it.

. Home tab—>Editing

group

. Use Find to search

for a word; or
Replace to replace
one word with
another

Use shortcut keys
Ctrl+F for Find
Ctrl+H for Replace

Add an Autocorrect entry for the word Outlander; to change Otulander to Outlander.

Move the insertion point to the left of the P in “Project”. Type Otulander and press the

Visit our forum to have your questions answered by our Microsoft qualified trainers.

www.microsofttraining.net
© Best STL 2009

Tel: 0845 519 4797
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Unit 3 : Moving and Copying Text

Objectives

+ Select text by using the mouse and keyboard

« Copy and move text

www.microsofttraining.net Tel: 0845 519 4797 Page 11
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Selecting text using the mouse

Select a word Double-click on the word

Select a Triple-click within the paragraph
paragraph

Select several From left margin using ﬁ
paragraphs

Selecting text using the keyboard
Select a line Ctrl+End (cursor positioned at start of line), or
Ctrl+Home (cursor positioned at end of line)

Select a Ctrl+Shift+Down Arrow (cursor positioned at start of paragraph),
paragraph or

Ctrl+Shift+Up Arrow (cursor positioned at end of paragraph)

Select whole Ctrl+A
document

Notes

www.microsofttraining.net Tel: 0845 519 4797 Page 12
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Move or copy text using the mouse

To move select text, then
click on the text and drag to
The guick brown fox jumped overthe lazy dog, the new location.

The wolf was faster and jumped over all of them,

The guicker red fox jumped overthe lazy dog,

To copy select text, then
@3 hold down the Ctrl key.
Click on the text and drag to
the new location.

The quick brown fox jumped over the lazy dog,
The quicker red fox jumped overthe lazy dog,

The wolf was faster and jumped over all of them,

i

Move or copy text using Cut, Copy and Paste

. 1. Select text
. 4 Cut .
J 2. Home tab->Clipboard
group
F'ajte ¥ 4 ._"l"iLl Paste 3. To move, select Cut or
Ctrl+X
Clipboard s
To copy, select Copy or
Ctrl+C
4. Position cursor where the
text is to go
5. Select Paste or
Ctrl+Vv
Notes
www.microsofttraining.net Tel: 0845 519 4797 Page 13
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Practice Activity — Moving and Copying Text

Open Info.

Select the heading The Project Team and related text up to the heading To-do list.
Move the selected text to the end of the document.

Search for the word ‘find’ and replace it with ‘identify’.

Save the document as My info.

o ok Wb R

Close the document.

Online advice and support forum
www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft qualified trainers.

www.microsofttraining.net Tel: 0845 519 4797 Page 14
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Unit 4 : Formatting Characters and Paragraphs

Objectives

« Use character formatting to enhance text
» Use basic paragraph formatting to enhance a document’s appearance

» Use tabs in a document

www.microsofttraining.net Tel: 0845 519 4797 Page 15
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Applying character formatting — font and font size

—
11 |=
un Kk
L———. oy
7 : by
aid
0 oy
¢ Ahoroni 1= 10 10
0 ALSRELAK
0. 1
0 aew w
P e 12
Orxtqn  Tewm
o -
0 anw Back 16
0 fooi s
O 13l Reungod MT Edld 18
0 ,
0 PodoeniBe O Face 2']
0 Bxt
0 Eatans 22
(" Bowhour 93
0 BT 7 24%
s W | e D

Other character formats

Calibri [Body) - 11

TA AT

B 7 U -abe x, x* Aa-||% - A -

Font
Font El@l

Font Character Spacing

Fant: Font: style: Size

Regular 11
8 ~

+Headings Italic a

Agency FB Bold 10

Algerian Bold Italic

Arial v R

Font color: Underline style:

Autamatic | | (none) w
Effects
[ strikethrough [ shadow [ small caps
[[] pauble strikethraugh [ cutline [ all caps
[ superscript [ Emboss [ Hidden
[ subscript [ Engrave
Presiew
typing

This is the body theme Font, The current document theme defines which font will be used.

www.microsofttraining.net
© Best STL 2009

]

Tel: 0845 519 4797

1. Select the text to be
formatted

2. Home tab->Font
group->select font or
font size

Shortcut keys
Select text and use

= Ctrl+]
to increase font size
by 1pt

= Ctrl+[
to decrease font size
by 1pt

1. Select the text to be
formatted

2. Home tab—>Font
group~>click M in
bottom right of Font
group

From the Font dialogue
box effects such as:

= Strikethrough
= Superscript
=  Subscript
=  Shadow
can be applied.

Page 16



Using paragraph formats

Paragraph formatting
commands can be
found on the

Home tab->Paragraph

group.

Paragraph i

View paragraphs

qT Click the Show/Hide
button in the Paragraph
group to reveal
paragraphs and other
non-printing characters
in a document.

Paragraph alignment

= Leftalignment = | Right alignment To change alignment:
Ctri+L Ctri+R 1. Select the

= Centre alignment = Justify alignment paragraph(s) to be

= Ctrl+E =  Ctrl+J aligned.

2. Click an alignment
button in the
Paragraph group.

The quick brown fox jumpedaver the lary dog, Theguick brownfor jJum ped overthalazy dog. The quick
Left brown fox jumped aver the | ary dag. The quick brown fox jum ped over the lary dog, The quids brassm
fou jumped ovarthe lazy dog. The guick browen fox jumped avertha lagy dog.

The quidk krawnifax jumped everthe lazy dog. The quick brown fox jJumiped awer the lazy dog, The quick
let o ril o jm ped oves Thee ag ydog, The quick brasn o jumped over the lazy dog. The guick Brown
fiox jumped over the lazy dog. The quide brown fas jumped overthe lazy dog

Center g o jum ped owarthe lazy oog The guick boflen fos jum ped ovar the Isty dog The guick brgwn

The quick brown fox jumpedaver the lazy dog The @uick brownfox jJum ped over thelazy dog, The guick
fax jumped cverthe lazy dog. The quifk brown fax jumped ever the lagy deg.

Thee quick brown ok jumpedover Lhelazy dog Theguick brown Fos jum ped over thalagy dog, The guick
Justified brown fox jumped over the lazy dog The quidk brown fox jurmped aver the lazy dog, The quick brown
fax jum pad ceer the lary dog, The quick brown fox jumped ower the laty dog.

www.microsofttraining.net Tel: 0845 519 4797 Page 17
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Indentation

To change indentation:
1. Selectthe

paragraph(s) to be
indented.

2. Click an indentation
button (Decrease
Indent or Increase
Indent) in the
Paragraph group.

Paragraph s

Line spacing

To change line spacing:

i = || 2= EE||A
3= - =~ - ||EEAE|| 2 || T 1. Select the
—— — — =Y paragraph(s) to
===l - AN apply line spacing
to.
Faragraph e 2. Select line spacing

using the dropdown
arrow next to Line
Spacing button.

Bullet and numbering

, . To apply bullets or
= = 0 normong

— T — — = 1 1. Selectthe
[= n——= §-|$§v|--{h* | paragraphs to be

bulleted or

Paragraph | numbered.

2. Click the Bullets
button or Numbering
button to apply.

Notes

www.microsofttraining.net Tel: 0845 519 4797 Page 18
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Tabs — viewing the ruler

Document Map Ensure the ruler is
visible near the top of
ridlines Thumbrails the screen:

View tab-> tick Ruler

checkbox in Show/Hide
ShoweHide group.

heszage Bar

Selecting a tab type

@ 3-.-2-.-1-.-3- To select a tab type,

click on the tab button
to the left of the ruler to
cycle through different
tab types.

Types of tabs

Lefttab  Text starts at the tab position and flows to the To set a tab:
right as you type. 1. Select the tab type

@ 3-|-2-|-1-|-E@1.|.2. at the left of the
ruler.

Righttab  Text starts at the tab position and flows to the 2. Click on the ruler at
left as you type. the point where the
tab is to be
C IR - R B B - A C o
@ g @ positioned.
Centre tab Centre of the text is at the tab position. 3. Press the Tab key to
shift the cursor to
" 3...2.,.1.,.5.,.1(.J_). ) the tab position; and
begin typing.
Notes
www.microsofttraining.net Tel: 0845 519 4797 Page 19
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Viewing tabs

o E.H:vh{hv s
Faragraph ]

Memof)

1
To: - Allstaff

‘

Working the tabs dialogue box

Default kab stops:
11.27 cm 3

Tab stops to be cleared:

Alignment
() Left ) Center " Right
) Decimal ) Bar

Leader

(%) 1 Mane [ # 2 nooooc (@
Qa___

[ Set ] [ Clear ] [ Clear all ]

[ Ok l[ Cancel ]

Notes

From: - Aileen

To view tabs on the
screen:

1. Go to the Home
tab—>Paragraph

group.

2. Click the Show/Hide
button.

Tabs will show as
small arrows.

To change current tab
settings, or remove
tabs:

1. Double-click on a
tab marker on the
ruler.

2. Select the tab stop
to be altered or
removed from the
list of tab stops on
the left.

Now the alignment
for the selected tab
can be changed; or
the tab can be
cleared.

www.microsofttraining.net Tel: 0845 519 4797
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Practice activity — Formatting Characters and Paragraphs

1. Open Status report.

N

Select Status Report at the top of the page and apply the following character formats:
Arial, 14pt, Bold.

In the first paragraph under the memo heading, apply an italic format.

Set a left aligned tab stop at 5¢cm for the lines TO: FROM: and RE:

Justify the first paragraph under the double line and set the line spacing to 1.5 lines.
Bold the heading The consultant team.

Repeat the formatting for the headings What's done and Still left to do.

Apply bullets to the items under the headings What’s done and Still left to do.

© 0o N o 0 bk W

Set a left indent at 1.5cm and a right indent at 11cm for the paragraph under Kathy
Sinclair.

10.Repeat the indents for the paragraphs under Thomas Boorman, Solena Hernandez, and
Susan Gianni.

11.Centre the heading Status Report at the top of the page.
12.Save the document as My Status Report and close it.

Online advice and support forum

li_f—_.: www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft qualified trainers.
www.microsofttraining.net Tel: 0845 519 4797 Page 21
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Unit 5 : Creating and Managing Tables

Objectives

» Create tables in a Word document
« Edit the structure of tables

« Enhance the appearance of tables

www.microsofttraining.net Tel: 0845 519 4797 Page 22
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Insert a table

"
S

Insert Table

I
I
I
I
I

j Insert Table...
j Draw Table

_E, Excel Spreadsheet
T Quick Tables 3

Column \]/

o 9

Cell

Inserting rows or columns

City

Max Temperature {“C}|

Table Toaols

Design

Layout

IC A =4 Insert Below
X | =
HE Insert Left

Delete Insert
- Ahove G Insert Right
Rows & Columns P

www.microsofttraining.net
© Best STL 2009

Tel: 0845 519 4797

To create a table:

1. Gotothe
Insert tab—>Table
button.

2. Select the number of
cells to be included
by dragging the
mouse over the grid;

or

Select Insert Table.

To add text:

1. Clickin a cell and
type.

2. Press Tab to move
to the next cell.

To insert additional
rows or columns into a
table:

1. Click in a cell next to
where the row or
columns is to be
added.

2. Gotothe Table
Tools Layout
tab>Rows &
Columns group.

3. Click the appropriate
Insert button.

Page 23



Deleting rows or columns

City Max Temperature {“C}|

Table Toaols

Design Layout

e
Delete

-

% | Delete Cells...
-'ﬁ‘-l Delete Columns
=

Delete Rows

be

Delete Table

Using AutoFit options

Table Tools

Design Layout

4 AutoFit -

HE AutoFit Contents
Hid | AutoFit Window
L= Fixed Colump Width

www.microsofttraining.net
© Best STL 2009
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To delete rows or
columns from a table:

1. Click in a cell within
the row or column is
to be deleted.

2. Gotothe Table
Tools Layout
tab>Rows &
Columns group.

3. Click the appropriate
Delete option from
the dropdown arrow
next to Delete.

AutoFit options are
used to adjust the size
of the table columns
automatically.

1. Click in a cell within
the table.

2. Goto Table Tools
Layout tab—->
Cell Size group.

3. Click the dropdown
arrow next to the
AutoFit button to
select an AutoFit
option.

Page 24



Changing cell text alignment

City Max Temperature (°C)| To align text within a
cell:
1. Clickin the cell
— = . containing the text,
|:| = =3 A= or select the column
= N R = — or row.
Text Cell 2. Goto Table Tools
=l |=| = Direction Margins Layout tab—>
Alignment Alignment group.

3. Select the alignment
option to be used.

Notes

www.microsofttraining.net Tel: 0845 519 4797 Page 25
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Practice Activity - Tables

1. Create a new blank document.

2. Insert a table with 4 columns and 5 rows.

3. Add the text for the first 5 rows as shown in the sample table below.

Tea Vendor Order Status Comments
Oolong East Seas In Route 2 Weeks late
Darjeeling China Clipper | In Warehouse Excellent quality
Earl Grey House of Lords | In Warehouse Not fresh — consider other options
House Blend | China Clipper | Shipping next Week | New product for this vendor

4. Add a sixth row at the bottom of the table.
5. Add the following text:
Tea: House Blend
Vendor: China Clipper
Order Status: Shipping next week
Comments: New product for this vendor

Select the first row.
Format the font as Arial, Bold, 14pt.
Centre the text in the first row.

© 0 N o

Change the width of the last column to accommodate all the text on one line (use
Autofit).

10.Save the document as Tea.
11.Close the document.

Online advice and support forum

'% www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft qualified trainers.
www.microsofttraining.net Tel: 0845 519 4797 Page 26
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Unit 6 : Controlling Page Layout

Objectives

+ Add headers and footers to a document
« Set and change the margins for a document

+ Add and delete manual page breaks

www.microsofttraining.net Tel: 0845 519 4797 Page 27
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Accessing the header or footer

Built-In
Blank

»

ype text]

Blank (Three Columns)

Type text] [Type tet] [Type text]

Alphabet

[Type the document title]

Annual

[Type the document title] | [Vear]

%) More Headers from Office.com
= Edit Header

Remove Header

Editing the header or footer

i ' s . [EEEEE sy

Exeerbial Conrumivatice Skils LRE 5]

Hsadar = Demaing

Notes

Acne wicked Lumpany

To access the header
or footer:

1. Goto Insert
tab—->click Header
button or Footer
button.

2. Select a built-in
option

or

Select Edit Header
or Edit Footer.

Type into the header or
footer, then use the Tab
key to move across to
the next tab stop
position.

www.microsofttraining.net
© Best STL 2009

Tel: 0845 519 4797
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Navigating and inserting page numbering
Header & Footer Tools

Design

=1 _'ﬂPrEuiu:uuer:-:tiDn 1L = L

) Mest Section

i

soto Goto . . _ Header Footer Page
Header Footer oo Link to Previous - - Mumber =
Mawigation Header & Footer

X

Close Header
and Footer

Close

Changing document margins

Margins

Last Custom Setting

Top: 254 cm  Bottom: 2.54 cm

Left: 254 cm  Right: 254 cm
N —

Mormal

Tap: 254 cm  Bottom: 2.54 cm

Left: 254 cm  Right: 254 om
N —

Marrow

Top: 1.27 cm  Bottom: 1.27 cm

Left: 1.27 cm Right:  1.27 cm
—_—

Moderate

Tap: 254 cm  Bottom: 2.54 cm

Left: 191 cm  Right:  1.91 cm

Wide

Top: 254 cm  Bottom: 2.54 cm

Left: 508 cm  Right: 508 cm
I -

Mirrored

Tap: 254 cm  Bottom: 2.54 cm

Inside: 318 cm Outside 2,54 cm

Custom Margins...

www.microsofttraining.net Tel: 0845 519 4797
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On the Header &
Footer Tools/Design
tab:

= Use the Goto
Footer or Go to
Header button to
navigate between
the two areas

= Use the Page
Number button to
insert page
numbering

= Click Close Header
and Footer to exit.

To change a
document’s margins:

1. Go to Page Layout
tab—>Page Setup

group.

2. Click the Margins
button.

3. Select from preset
margin options; or
use Custom
Margins to enter
margin sizes.
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Page Setup @

Margins | Paper | Layout |
Margins

Top: |2.54 I = | Bioktom: |2.54 I = |

Lift: |2.54 cm e | Right: 2,584 cm =

Inserting a page break

] Cower Page -

_] Blank Page

*,Z:: Page Break

Pages

Delete a page break

Whenyou<createpictures,charts,or-diagrams, theyalso-coordinate
q‘r look. 9
Page Break |

You<can-easily-change the formatting-ofselectedtextinthe-docume
selectedtextfrom<the Quick Stylesgallery-onthe Home4ab.-You-car
usingthe other<ontrols-on-the Hometab.-Mostcontrols-offera-cho

Delete

www.microsofttraining.net Tel: 0845 519 4797
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To insert a page break:

1. Click the cursor
where the page
break is to be
positioned.

2. Go to the Insert
tab->Page Break
button.

Shortcut keys:
Ctrl+Enter to insert
a page break.

1. Turnon the
Show/Hide button
(Home tab->
Paragraph group).

2. Click the cursor to
the left of the page
break.

3. Press the Delete
button on the
keyboard.

Page 30



Practice activity — Controlling page layout

Open James.

Add the date to the centre of the header.

Add Outlander Spices to the footer.

Set all margins to 3cm.

Insert a page break above the heading “Progress to date”

o ok wbdE

Save the document as My James and close the file.

Online advice and support forum
www.microsofttraining.net/forum

Visit our forum to have your questions answered by our Microsoft qualified trainers.

www.microsofttraining.net Tel: 0845 519 4797
© Best STL 2009
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Unit 7 : Using Proofing Tools

Objectives

+ Use Word’s Spelling and Grammar feature to proof a document

 Use Word’s Thesaurus to find alternative words

www.microsofttraining.net Tel: 0845 519 4797 Page 32
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Using the spelling and grammar checker
ICATCERED. . ) To launch the Spelling
o Home insert Page Layout References Maiiie and Grammar Checker’

v :J ,1 Eu atﬁ £ Transiation ScreenTip - go to Review

Speling & Research Thesaurus lransiate 2 AR tab%spe”lng &

Grammar 1zal Word Count

Proofing Grammar button

Spelling and Grammar: English [LU.K.) _ To ignore the
Mok in Dictionary: Suggest|0n, C||Ck Ignore
Elue whales are amonsg the largest mammals Ignore Cnce Once or Ignore All.

in the world =

Ianore Al Use Add to Dictionary to
+ | [(&dd ta Dictionary add a correctly spelt
word to Word’s
b Changs dictionary (SO the word
Change Al won’t come up as an
FEECTm error in future).

Suggeskions:

To correct an error to a
suggested option, click
Change or Change All.

Cictionary language: |Eng|ish fLLE.) w |
Check gramrar

Options, .. Cancel

| g

Spelling and grammar checking options

Word Options E‘E‘ TO Change Spe”lng and
Popular g Change hew Word corrects and formats your text, g ram m ar Options, go to

Display

| ——— Office button—>Proofing
Save Change how Word corrects and formats text as you type: Category

Agvanced

When correcting spelling in Microsoft Office programs

Custamize
[ 1gnore words in UPPERCASE

Add-Ins Ignare words that contain numbers
Ignare Internet and file addresses
Flag repeated words

[] Enforce accented uppercase in French

Trust Center
Resources

[ suggest fram main dictionary only

Custom Dictionaries...
French modes: | Traditional and new spellings

When correcting spelling and grammar in Word
Check spelling as you type
Use contextual spelling
Mark grammar errars as you type
Check grammar with spelling
[] Show readability statistics

rting Styie: | Grommar oty |9
Recheck Document

Exceplions for: ] Document2 '3

[ Hide spelling errars in this document only

[ Hide grammar errats inthis document only

www.microsofttraining.net Tel: 0845 519 4797 Page 33
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Using the thesaurus

the lar®e st mammals in the world To look Up/USE an
alternative word:

1. Right-click on the

i Pask
D faste word.
A Font...
- [ 2. Go to Synonyms and
i _ select another word
= Bullets and Mumbering. ..
a - to replace the one
H irik. ..
= e currently used.
é.l Look Up...
| SYNONYmMs 2 main
4% Translate major
Select Text with Similar Formatting chief
principal
prirne
higgest
leading
pressalent
Thesaurus,..

Practice activity - Using proofing tools

1. Open Finalreport.

Correct the spelling and grammar in the document.
Select the word “initial” in the 4™ bullet.

Use Thesaurus to replace the word “initial” with a word of your choice.

a bk~ w0

Save the document as My Finalreport and close the document.

Online advice and support forum
l~_—_..= www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft qualified trainers.
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Unit 8 : Web Features

Objectives

« Saving documents as web pages
* Working with hyperlinks

« Emailing documents

www.microsofttraining.net Tel: 0845 519 4797 Page 35
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Creating a hyperlink
To create a hyperlink:

See ourweb site . Hyperlink .
1. Select the text that is
= Bookmark
o C . to become a
"h] Cross-reference h erllnk
Links P
2. Gotothe
Traurt Hyparlink [ % i, Insert tab—>Links
L lu: Leal lodgday i I eaTTIn group.
o e BjE] Elz’l o 3. Click the Hyperlink
] P qz;:x;:::.::t;hn:u | Tanmet Fravee, bUtton
e Tha e
R e 4. Create hyperlink
T | settings using the
e Insert Hyperlink
- s [ dialogue box.
— 5. Click OK.
hittp:/ S, microsofttraining.net/ 6. Use Ctrl+Click to test
Ctrl+Click to follow link the hyperlink.

See ourweb sitel

Shortcut keys:
Ctrl+K to access
Insert Hyperlink
dialogue box.

Notes

www.microsofttraining.net Tel: 0845 519 4797 Page 36
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Emailing a document from Word (using Outlook)

| e g 0 To email an open

M. e Sty document from Word

e - B | S using Outlook:
2 . 1. Go to File
- g : Tab->Send and

e uk.';.» = “’ o bo aned it A mass kit Save%
= : g Email.

B R 2. A new Outlook emalil

message opens, with
the open Word file
attached.

3. Enter recipients’
email addresses and
send.

www.microsofttraining.net Tel: 0845 519 4797 Page 37
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Save a document as a web page

[ S i

Wrand Macrs-Ensided Dedument
Biond 07 2003 Decumert
Wi Tumphate
Vi Macre-Enalid Tamplaie
L ozenpleb? Wond 973003 Templaie
Ml Dbz Prf
XS Macument
d Frsmlads  on e vek Zage
= Hmomck Flaces Vst Fage
Vil Page Filterzd
. Rich Texd Farman
il Libraries Plair: Test
& Dgegreengs Sond ZNL Documonl
r . Viund 3203 FL Docurmient
o' Mudc OpenLooorsa Ted
=l Pt Winnd 97-3007 & £095 - RTF
Ve f - 5 D orare
HIEMAME i 6.1 - 50

1 Favnrites

() [ v s+ Ducuments v &y | [ Srurch Bocrmaenis

Drgenive = e T

Sarem an byppres [(oedd Dacurmiem

fusthore: Stephen 'Willames Tage: Add atag
1 Sorww Thumizeal

i,

= Hidle Fubder Tocls = [ furee

Carecel

Save as bype: [T

Notes

1. Go to the File
Tab—>Save As—>
Save As Type

2. Select Web Page as
the file type under
Save as type.

3. Save.

www.microsofttraining.net
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Practice Activity — Web Features

1. Open Team.

Save the file as a web page called My Team.
Open My Team in Internet Explorer.

WD

At the bottom of the page, make the text Back to previous page a hyperlink to the file
My about us.htm

5. Click the hyperlink to display the HTML file.
6. Close Internet Explorer.
7. Update and close the document.
8. Close Word.
= Online advice and support forum
l== www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft qualified trainers.
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