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TUTOR SETUP INFORMATION

Please copy the sample files into the My Documents folder.
© 1995-2008 Cheltenham Courseware Pty. Ltd.
All trademarks acknowledged. E&OE.

No part of this document may be copied without written permission from Cheltenham Courseware unless produced
under the terms of a courseware site license agreement with Cheltenham Courseware.

All reasonable precautions have been taken in the preparation of this document, including both technical and non-
technical proofing. Cheltenham Courseware and all staff assume no responsibility for any errors or omissions. No
warranties are made, expressed or implied with regard to these notes. Cheltenham_ Courseware shall not be
responsible for any direct, incidental or consequential damages arising from the use of any material contained in this
document. If you find any errors in these training modules, please inform Cheltenham, Courseware. Whilst every effort
is made to eradicate typing or technical mistakes, we apologize for any errors you may:detect. All courses are
updated on a regular basis, so your feedback is both valued by us and will help us to maintain the highest possible
standards.

Sample versions of courseware from Cheltenham Courseware

(Normally supplied in Adobe Acrobat format): If the version of courseware that you are viewing is marked as NOT
FOR TRAINING, SAMPLE, or similar, then it cannot be usedf@as part of a training course, and is made available
purely for content and style review. This is to give you the®pportunity to preview eurourseware, prior to making a
purchasing decision. Sample versions may not be re-sold to a third party.

For current license information

This document may only be used under the terms of the license agreement from Cheltenham Courseware.
Cheltenham Courseware reserves the right to alter the licensing conditions at any time, without prior notice. Please
see the site license agreement available at: www.cheltenhamcourseware.com.au/agreement

Contact Information

Australia / Asia Pacific / Europe (ex. UK) '/ Rest.ofithe World
Email: info@cheltenhamcourseware.com.au
Web: www.cheltenhamcaourséware.com.au

USA / Canada
Email: info@cheltenhamcourseware.com
Web: www.cheltenhamcourseware.com

UK
Email: infe@cctglobal.com
Web: www.cetglobal.com
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Sample Courseware

NOT TO BE USED FOR TRAINING
Cheltenham Courseware
Affordable - Customizable - Unbeatable

e  Established in 1994 with thousands of clients in over 60 countries.
e We offer you a complete library of quality, customizable and print-

on-demand computer courses inc. Windows Vista and Office 2007.

Our training manuals are supplied in editable Microsoft Office
format.

You can edit and customize the training materials to suite your
unique training requirements.

You can print out as many copies as you require for use at your
training site.

There are no annual renewal fees and you can use the training
materials for as long as you like.

No restriction on the number of people that you train at your
training site.

The price even includes new courses developed by Cheltenham
Courseware for a whole year from your date of purchase, all for a
low, one-off fee with no annual renewal fees!

Generous educational and charitable discounts available (email us
for details).

Fully customizable allowing you to add your organization’s name
and logos to the training manuals.

Includes training manuals, exercise files, slides and more!

Choose from Standard or Professional editions to suit your
requirements. Intranet versions available within the Professional
Edition Courseware.

Sample downloads available for all our courses, including
Windows, Microsoft Office and many more.

Suitable for tutor-led training, self teach, post-course reference or
as part of a blended learning approach.

‘ CHELTENHAM
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Clients cover corporates, governments,
schools, colleges, universities and
commercial training companies including
such well known organizations as Canon,
IBM, Lloyds, Hertz, Royal Mail, Medical
Research Council, NHS Executive South
and West, Oxford University, Pen State
University, University of Cambridge,
University of Florida, UK Passport
Service, US House of Representatives,
the British Embassy in Washington and
the London Fire Brigade.

If you like this sample,
please show it to your
training department.

We provide the training manuals so you can concentrate on the training delivery.
Purchase your IT courseware from a company that has a proven track record.




Questions to ask our competitors

Do they supply a library of training courses, at a price even remotely close to our low prices?

Are complete samples of ALL the IT courses available for download so that you can judge the quality?

If they offer courses on a site license basis, is the full range of courses are included?

Is the site license an annual license or a one-off payment?

Are the training materials fully editable and can you add your own name and logos?

Are the manuals easy to edit using standard 'cut and paste' techniques and can the table of contents be
easily updated, or do | have to use proprietary software to edit the materials?

Are upgrades and new courses included free of charge for 12 months?

Are Intranet versions available?

Are PowerPoint slides included in the price?

If you are unhappy with your current computer courseware supplier, please download our samples now
and switch to our quality driven, cost effective courseware solution.

Contact Details:

UK/Ireland: www.cctglobal.com
USA/Canada: www.cheltenhamcourseware.com
Australia/Rest of the world: www.cheltenhamcourseware.com.au

© 1995-2007 Cheltenham Courseware Pty. Ltd. Phone: 1300 852 204 Fax: 1300 852 206
Email: info@cheltenhamcourseware.com.au  Internet: http://www. cheltenhamcourseware.com.au
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The Microsoft Word 2007 Screen

Starting Microsoft Word 2007

e If necessary switch on your computer and if required enter the necessary logon
and passwords. To start Microsoft Word 2007 click on the Start icon, at the
bottom left of your screen and you will see a popup menu.

e Click on All programs. Another menu level is displayed and you can select
Microsoft Office. Finally select Microsoft Office Word 2

NOTE: These menu options may vary slightly from on another,
but with a little hunting around you should be able to icrosoft Word
option.

Once you click on the Microsoft Word option oft Word
program from your hard disk into memory. Yo

program.

The Microsoft Word 2007 screen

¢ When the Microsoft Word 2007 ds, your screen will look something
like this.

@) Eere -
| tgge Ly

| | l, & || calibri Boay)

=iy

|®

— s

S
@

| |f§l“-_i?ﬁrla- =]

TIP: If you have seen previous versions of Microsoft Word, you will notice that
at first glance the screen looks different from the way Microsoft Word used to
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look. Don't panic however, you will find that in fact it is not all that different,
and is in many ways easier to use than older versions.

You will find that if you move the mouse pointer over items at the top of the
screen a help popup is displayed explaining the function of each item. Try
moving the mouse pointer over the big circular icon at the top-left of your
screen. Do not click on this circle; just leave the mouse pointer over it for a
short time. You will see the following popup.

[ H 2 i
1 s ﬂ-1 |

ocumentl - Micro

Home | Insert Page Layout References

Office Button

Click here to open, save, or print,
| andto see everything else you can
do with your document,

I@ Press F1 for more help.

As you can see Microsoft Word i
button is.

Try moving the mouse

6

Paragraj

wercase, or other
lizations.

Experiment with moving the mouse pointer over other icons and you will get
information about what they do.

This trick also works for other parts of the screen. In the bottom right of the
screen you will see the following control.

Try moving the mouse pointer over it. You will find that if you move the mouse

FOR USE AT THE LICENSED SITE(S) ONLY
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pointer over the number (90% in the illustration shown, but this may be
different on your computer), that you get more detailed information displayed.

— o
1 Zoom level. Click to open the Zoom dialog box.

The levels of command organization

e The Microsoft Word 2007 screen is made up of different s of organization.

Office Button
Cin

T

Tabs

| Home | Insert Page Layout

Groups

&3 Find ~

@ & | Calibri [Body)

-, =55 E E,L Replace
Pafte & | || B J U - abe IFT5 Setet -

Clipboard 1 | ' | Editing.

Dialog Box La

il

The Office
e Clicking on the Office Button will display the following.
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A e L Documentl - Microsoft Word
.___-7_._ g ilwiew View
D New Recent Documents S
Canadina military. docx T ";E| AaBbC
r ’} Tran Hello.doox : "l T Morm

Do cument. rif Eragraph £

Docl . doox
Save

to do-list.doc
arder-international.doc

Save As »
Maother Ship.doc

=
S
r="gUN
i
ad

[ IO = T 5 T Sy | WY R | S T )
H T T T T T T )

Prepare ¥

Send »

7 Publish »

T Close

¢ Within the dialog box d commands such as Open (for
opening a Microsoft Word on your hard disk), Save (for saving
d disk) and Print (for printing a Microsoft

rosoft Word, you normally see the Home tab displayed,

Documentl - Microsoft Word = =

|@® %

Layout References Mailings Review View

= | 2= ==|(a ][ o1 | &4 Find -
£= H == :'_HZ_J‘HLI | AaBbCcDc || AaBbCcDc AaBbC: AaBbCc % 2 Replace
£ Sac
r=- - B i i _ Change
, i= | - g - TMormal |7 Mo Spaci.. Headingl Heading2 — Stwess' e ST
|| clipboard = Font E Paragraph = Styles & Editing

freces = —
| % || Calibri (Body) B Fr e [~
5 & x|

Paste [B 7 U - oabe x. x Aa-|[%- A-|

¢ This tab contains icons and other controls that are most commonly used within
Microsoft Word, such as making text display as bold or underlined. You can also
find more advanced options such as paragraph alignment, numbering and
bulleting. Move the mouse pointer over some of the icons and get a feel for
what options are contained within this tab.
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Click on the Insert tab and you will see commands and options relating to
inserting items within your Microsoft Word document. Again move the mouse

pointer over the items and see what is available.

D)\l 9 -0 )=

¥ ¥

v Al
2 Home | Insert | Page Layout
1
™ 2= Documentl - Microsoft Word - =7 X

[t —_—

> Home | Insert | Page Layout References Mailings Review View (7]
= = =
|| [2) Cover Page ~ Faal B @ S Hunecink by, [=b I |2 signature Line ~ | T Equation - |

= = = Ef * =

|1 Blank Page Bk | = 4 Bookmark — = i (53 Date & Time £2 Symbol - |

= Table || Ficture Clip Shapes SmartArt Chart Header Footer Fage Text |, _

= Page Break = Art = "% Cross-reference = +  Number~ || Box= A= ’gg Object ~

Pages Tables Tiustrations Links Header & Footer Symbols

Click on the Page Layout tab and briefly examine what is
tab. Do the same for the other tabs. In som
you won't make much sense out of the comm
become clear once you start using Micro

e o NG e
uf— 7Y

AN B [l [Py Orientation - ¥= Breaks -

#J Line Numbers ~

Size =

D

Themes — Margins

- Ehe -

b~ Hyphenation =

Themes | Page Setup ] Paragraph

Fosition

Sl

8| €4 Bring to Front
21 send to Back

e TERL VW IaR@Ing

Arrange

1= Align -
IH Group

Creeen
Sik Rotate

osoft Word

% Add Text - AB1 Uy Insert Endnot

=¥ update Table AE Next Footnote -
Table of
Contenis ~

| Table of Contents

“[#) Insert Table of Figures

¥ update Table
Insert T
Caption Ufy &rass

Captions

gs & Bibliography

B* ‘5 Insert Index
% Update Index
Mark
Entry
Index

=
& 2

Mark

Citation
Table of Autharities

Documentl - Microsoft Word

References | Mailings 'I Review View

‘ —| =l = j =P Rules ~ qti 4 | | b N| !
— ——I ——I <! ;) Match Fields ind Recipient o
Highlight Address Greeting Insert Merge Preview | Finish &
| Merge Fields Block Line Field 7] Update Labels || pesuits | = Auto Check for Errars Merge
| ‘Write & Insert Fields Preview Results Finish
i i =L Documentl - Microsoft Word
e Pag out Ref ces ilings
”i‘“‘l "F"-T‘ ‘?L‘?’ 'F“’-i‘ e ﬁ"" |
ﬂ Research Feshe |J e | Delete E s o j 2 & Final Showlr\g Markup x A Reject '=ﬁ | IE
<5 Thesaurus #55 #] Previous =4 =] show Markup ~ % Previous
Spelling & a Track Balloons . ) Accept Compale Show Source Protect
L izal C B2 Next Changes ~ = [B] Reviewing Pane - - P} Next Documents - (| Document ~
Proofing Comments Tracking Changes Compare Protect
i Documentl - Microsoft Word - =7 X
Eiﬁm : _
~ Hame ! Pag out Ref cas ilings Reui View | (7]
Tof ety repees taiges e | iy | |
J .J @ - - [ Ruter | Document Map Q ‘ |2l one Page == New Window | i ) View Side by Side g@ |
| | | Gridlines [ Thumbnails 20 [ Two Pages = Arrange All 4] synchronous Scrolling Eﬁ
Print |Full Screen Web  Outline Draft Zoom  100% X - i B . Switch Macros
Layout Reading Layout [[] Message Bar =l Page Width Split +14 Reset Window Position | ywindows ~ o |
Document Views Show/Hide I Zoom Window Macros
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Switching between tabs using the mouse wheel

Move the mouse pointer over the ribbon which contains the tabs (displayed
across the top of your Microsoft Word document). Move the mouse wheel in one
direction and then in the opposite direction. You should find that you scroll

through the various tabs.

Groups
e Did you notice that within each tab, commands are gro
at the Home tab. You normally see the following gro

? Foninstance look

== %

Paste :

- F

Clipboard M=

Calibri (Body)

AaBbC: AaBbce — A

Heading 1 Heading 2 — Change
Styles ~

]

Styles

& Find ~

2l Replace

Ly Select~
Editing

e Look at the other tabs and you will see that in each case commands are
grouped.
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Dialog box launcher

o If you look carefully at the bottom right of many groups, there is a small control
called the dialog box launcher. Clicking on this will display a dialog box
containing even more options. Display the Home tab, and click in the Font

dialog box launcher.

i'ﬁ;ﬁ, = B )= Cocumentl - K-l:rraic-ﬁ Wi
o ol
—r‘; Home Tmsen Page Layout ReTerented [SETIE N REview Wik
= & m— R 1 = = R
B Calibr (Bodh) i L e A et =t oo | |:
Paste J B I O -k ox Aa-|%- A = | -
Crpooard T Eant “¢ Click Here =

| N

¢ You will see the Font dialog box displayed.

haracter Spacing

Fonk

+Headings
Agency FB
Algerian

Andale Mono IPA

Font color;
| Automatic hd |

Effects
[ strikethrough
[] pouble strikethra

|:| Superscripk

[] subscript

[ Small caps
[1 all caps
[] Hidden

e current docurment theme defines which Font will be used.

[ QK ] [ Cancel ]

As you can see, this dialog box has a range of additional commands and options
such as adding a shadow effect to your text.
e Click on the Cancel button to close the dialog box.
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Starting to Use Microsoft Word 2007

Using the default Microsoft Word document

e When you first start Microsoft Word, it automatically creates a new Microsoft
Word document for you. This is like a piece of blank paper on to which you can
start typing.

e Type your name.

e Press the Enter key a few times. As you can see this dropsfyou down a line
each time you press the Enter key.

e Type in the following text.

There will be a meeting tomorrow at 11 am in room-one to discuss the
introduction of our new range of products. Please can everyone attend
and bring samples and details of prices.

Saving Microsoft Word documents

e You have typed in some text but this has not/been saved. If your computer lost
power now then everything you ave just typed in could be lost. Saving your
Microsoft Word document to disk means that the information will be safely
stored as a file on your hard disk andthen"atia later date you can reopen this
file from your hard disk.

e To save your file, click @n the,Save icon(next to the Microsoft Office button)
= S—
0, ) = C Here |
/A R L

e This will display the Save As dialog box as illustrated.
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T
Save in: | B My Diocurnents hd | -@ g >( i El <
o Trusted [E] Cyberlink
Templates LMy eBooks
[ My Recent 2 My Music
EEEUHERTES @ My Pictures
[E3 Deskkop LMy Practice Files
I My PSP Files
Il
Documents [CMy Skype Content
L) My Skype Pictures
] (@1 1y ek sit
Computer v '? ibes
3 My Nebwork 5 Merovision
Flaces [ Symantec
File: name: |David Murray  docx
Save as bype: |W0rd Docurnent (*,docx)

TIP: By default the Microsoft Word docu
My Documents (if using Windows XP)
If you wanted to change the folder i
the down arrow to the right of the
navigate to the required folder.

g Windows Vista).
you would click on
e dialog box and

By default Microsoft Word will at
at the start of the docu nt.

e a file name taken from the text

e Click on the Save button
the file name suggested by

ment will be saved to disk as a file using
ord (probably your name).

Opening and closi

e Nowt have
ont icrosoft O

ed your document, you can close the file. To do this click
e button and select the Close command.
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| ﬂ 1l @J_, ]lj

Save As B
ety Print 3
|E|
2] e
E Send *
@ Publish  »

-y
Ii Close

ike this.As can'see, most of the commands are
10t be ‘available until you create a new document or

e The screen will now loo
now grayed out as they
open an existing docume
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To open a document, click on the Office Button and select the Open command.

L L
|Z B
E il

Dpen

This will display the Open dialog box. Within this dialogibox sélect the file that

you saved and click on the Open button. Your file will be cepied froméyour hard
disk into your computer memory. You will now see your documentdisplayed on
the screen again.

Saving your file using a different file p@ame

Sometimes you might want to savedifferent yersions of a document. Once you
have opened the document that you typed in earlier, click on the page at the
end of your text and press the Enter key a few times to insert a few empty
lines. Type in the following text:

Please also inform the rest of your team that they need to attend this
meeting.

If we were to clicksen the Savejicon that we originally used to save the
document, it would overwrite theold version of the file with the contents of the
amended document. To saventhe file using a different file name, click on the
Microsoft Office button and from the menu displayed, click on the Save As
command.“This will display the Save As dialog box.

Use ithe filethame:

Important Meeting

Then save the file by clicking on the Save button.

You now have two versions of this file saved to your hard disk.

Close the document before continuing.

Creating a new document

Once Microsoft Word is displayed on your screen you can create a new
document by pressing Ctrl+N. This document will use the default Microsoft
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Word template and be displayed on your screen. Try this now. Once the empty
document is displayed, type in your name and save the document using the file
name My New Document. Close the document.

Using Help within Microsoft Word
e Press Ctrl+N to display a new, empty document.

o If you look at your Microsoft Word screen there is a Help icon towards the top-
right of the screen. This is in the shape of a question mark.

33 Find - l

e Click on this Help icon and you will se
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®8 VWord Help e

[ 2 Search -

Word

Help and How-to

Browse Word Help

What's new

aekking help

Canvverking documents

Margins and page sekup

FPage numbers

Writing

Tracking changes and comments
Tables

Tables of contents and other
references

Sawving and prinking
File management
Accessibilibw

working in a different languang

Aickivating Word

reating specific documents

Viewing and navigaking
Headers and fookers

FPage breaks and section breaks
Formatting

Lisks

and programmabilicw

All'word |

Try clicking on th

' item and you will see related topics, as below.
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€ Word Help i
¥ g, T o e o | AR v ame  am
2 ®mEA RMe | &

- PSealch -

Ward Horne

What's new

Topics

@
2
(7]
@
@
@

What's newe in Microsoft OFFice Word 2007

Up ko speed with wiord Z007

Dermo: Up ko speed with Word 2007

Reference: Locations of Word 2003 commands in Word 2007

Up ko speed with the new Microsoft OFFice

Disclairmer: Use of Fictitious Mames

¢ Click on the 'What's new in Micro
see a screen itemizing the new featu

7' topic and you will
s version of Microsoft Word.
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ll-1.-'\.."L-|la___r||_r_ —_— — )
=S WWOTra meip —_ | A
RO BAL R i,

- B Search -

Waord Hore = What's naw ‘:f

What's new in Microsoft Office
Word 2007

sy i
o Home | Insert

[Dcoverraoes] = 100ls that simplify

craating and formatting documents
where you need them. Preformatted
choices make great-looking documents
=28 a snap.

Mhm'ﬂﬂ

WHAT'S NEW

Microsoft Office word 2007 helps you produce

ensures that documents stay connect
bhusiness information.

| TAThat e vrnes warand
=]
Al word |

ow.

- p\ﬁarth -
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) word Help = = e

(e =) 6o (%) A | B AL ([ & i
- 5 search ~

Table of Contents s Word Hame = What's new )]

at's new | = |

What's new in Microsoft office word 2007 || What's new in Microsoft Office B

Up to speed with Word 2007 wurd ZDD7

Demo: Up to speed with Word 2007

Reference: Locations of Weord 2003 commands in

: ) -
Up to speed with the new Microsoft Office Home e

|£] Cover Page ‘-] ===

Terms of use
Disdaimer: Use of Fictiious Names

vating Word
ting help
ating spedfic documents

[Tyt Scamant tiia]
kst

=24

verting documenis

ving and navigating

gins and page setup

ders and footers

e numbers

e breaks and section breaks

commenting, and comp you guickly gather
. £ ced data integration
ng

natting

*ing changes and comments

.il Tl

A Word | | connected to Office Oniine _;;

You can click within th jump to an item of interest. Try it
now.

You can use the ithin the Help window to see previously viewed
pages. Clicking on n within the Microsoft Word help window wiill
display the defau e again

You ca ) on a particular topic. For instance, try searching for

1g by typing the word 'Printing" into the Search box.

0@ ® cb‘ N ) @

printing| 2 Search ~
Table of th' x
2007 Micrasaft O Svstem Beta 2 Technical Re &

When you click on the Search button, you will see the following.
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€ Word Help B x
RN BAL e B
printing + J Ssearch -
Table of Contents | Werd a
& What's new .
& Actvating word Searched for: "printing

Getting hely e
0/ e Results 1-25 of 38 Page: [1] 2 & Next =
@Creahng spedific documents
@anugrﬁng documents @ Print on both sides of the paper (duplex printing)

Help > Saving and printing > Printing
@\ﬂewing and navigating
@@ Margins and page setup @ Preview a page before printing

Help > Saving and printing = Printing
& Headers and footers

& Page numbers @ CIi‘ME' Pfi"til'ﬂd =
Help > Saving and printing > Printing 1
@Page breaks and section breaks " . " ° .
@Wrmng @ Print
F i p
- T @ Create and print a single envelope
@Tradqng changes and comments Help > Saving and printing » Envelopes and labels
Lists P
@ @ Print a document with tracked changes
& Tables Help » Tracking changes and comments
Working with graphics and charts .
@ o graph @ Save a file in PDF format
& Tables of contents and other references Help » Saving and printing > Saving
Mail merge p
b4 ) - @ saveas
esavlng and printing
@Collaborahon @ ASCI character chart
Help > Formatting > Formatting text
& File management
@ Customizing @ word Options (Advanced)
& hccessivility

) @ Create and print envelopes for a mass mailing
& Security and privacy Help = Mail merge

@Wurhﬂg in a different language
@Aummaﬁon and programmability

@ Check the progress of your print job
Help = Saving and printing > Printing

Add-ins
.4 @ save a file in XPS format
dphacros Help > Saving and printing > Saving
@ Publish as PDF or XPS
@ _Create and print labels for a single item ud]
Word Hetp | | orine

Use the help to find information ing, such as how to make a line a
text bold, or displayed in,italic. the"Printer icon within the Microsoft
Word Help window to

Before continuin

you will see numbers and letters displayed over icons,
ards the top of your screen.

:- F Document3 - Microsoft Word
; Pagq_lq]ruut Reﬁ'*_r.epces Mqilll?gs R\T:l.quw V".I.EII‘.' Dev,rJ::rper
S () {w] (L]
F_ﬂ_lg] i Calibri (Body) & XB) == "'”*'_ £=([24][ 7|  AaBbCcl
| [t=-](2-

Pty (B2 U e x X Aa-||v,-av||
Clipboard = Font (] Paragraph ]

| T Morma

If you type in a number or letter you will activate a command. For instance in
the example shown, the number 1 is displayed over the Save icon. Type in 1
and you will see the Save As dialog box displayed. Close this dialog box.
Press the Alt key again and you will see an N displayed over the Insert tab.
Press N and you will see the contents of the Insert tab displayed.
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This is a very easy way of learning keyboard shortcuts. You now know that
Alt+S will display the Save As dialog box and that Alt+N will display the
Insert Tab.

Click on the Home tab before continuing.

Closing Microsoft Word

To close the Microsoft Word program, click on the Microsoft Office button and
then click on the Exit Word command. If there are any unsaved documents,
Microsoft Word will always ask if you want to save these d ents prior to
closing.
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Text Formatting

What is text formatting?

You can format a document at different levels within Microsoft Word. The most
basic level is called text formatting. This relates to formatting characters and
words within a document and covers the font type, font size, font color and font
attributes such as bold italic or underlining.

Font type

Open a document called Text formatting.

By default Microsoft Word 2007 uses a font called Calibri.

Make sure that the Home tab is displayed.

Select the paragraph starting with the text FONT, TYPE within your document
(by quickly clicking three times within thegparagraph) and experiment with
applying different font types. To do this, make\sure that the Home tab is
selected, and then click on the downfarrow, to the right of the text within the
Font control.

= | 3.) = - O

-

Home Ensert Fage Layout
Calibri [Baody)
B i = aba X,
7 I

Chphiaard =

You will be able to, selectya different font from the drop down list supplied.

) = = \ 'V 4 v Documentl - Microsoft Word
o) —
J Hsﬁ‘ Pagel' References Mailings Review Wiew
i y e
Y (= T - a6 (==l o N A
=] L = : T STHEYIL T AaBbCeDe | AaBbCced AaBbUTi AaBblc | £
e | memcssi Gl A N . > Al bCe
aste EE = =|[t=-|| 8- 5| TMormal | TMo Spaci.. Headingl  Heading2 — chal
= Cambria (Headings) Styl
Clipboa 1l = Paragraph T Styles
Calibri (Body)

| Recently Used Forts |
H Arial Black

Allfonts’
Hr hgency FB
T ALGERIAN
T andale Mono IPA

T Arial
H Arial Black
He Arial Marrow

FEL Aot Moo i L mmT oo

Experiment with formatting your paragraphs using different fonts. You can also
experiment with applying different font types to individual words or sentences.

FOR USE AT THE LICENSED SITE(S) ONLY

© 1995-2008 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



Word 2007 Foundation - Page 25

TIP: This is just an exercise. In real life do not have lots of different fonts all
mixed up within a document. It looks cheap and conveys a very bad visual
impression!

Font size

e The font size refers to the height of the text. Below 8 pt font size text is almost
unreadable, so try and use a font size that is easy to read on the screen and
also easy to read when printed.

¢ Make sure that the Home tab is displayed. Select the paragraph starting with
FONT SIZE. Click on the down arrow to the right of thefFont Size control to
display a drop down from which you can select the required font'size. Set the
font size to 20.

mn H L
.
— Home Insert Page Layout References Mailir
T -3 [BAn A= ||!
Paste J |B 7 U - abe x, 8 |ab# - [P
e — 9

Clipboard ™ Font |10

|-2-|-1-|-§-|-1-|11
12

. =8

Grow Font and Shrink Font icons

o Experimentywith selecting text and then clicking on the Grow Font and Shrink
Font icons.

A AT

Font size keyboard shortcut

¢ Make sure that the paragraph starting with the text ‘FONT SIZE’ is selected.
Press down the Ctrl key and while keeping the Ctrl key pressed down, press the
‘closing square brackets’ key 1. While keeping the Ctrl key pressed down,
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repeatedly press the ‘closing square brackets’ key. As you can see, each
time you press the ] key, the text gets bigger.

To make the selected text smaller, use the Ctrl+[ keys.

Bold, italic or underline

You can add emphasis to parts of your text by displaying them in Bold, Italic or
Underlined, or in a combination of these attributes. Select a word within the
paragraph relating to bold, italic or underline.

TIP: To select a word, double click on the word.

To format the selected word as bold, italic or underlined, click on thedicons
displayed on the Home tab.

B I O

TIP: You can combine these attributes by clicking on the Bold icon and then the
Italic icon.

To remove this formatting from a word, Select the word and re-click on the
Bold, Italic or Underline icon.

Experiment with applying this‘formatting to words or entire paragraphs.

Subscript and superscript

Sometimes you need te display’a character above or below the normal text line.
Superscriptirefers to €haracters displayed above the normal line. An example
would be the famous Einstein equation below.

E=MC*?

Subscript‘refers to text displayed below the normal line of text. An example
would be the chemical formula for water.

H-O

Within the paragraph relating to subscript and superscript, select the 2 within
Einstein’s equation. To format this as superscript, click on the Superscript icon
in the Font section of the Home tab.
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B 7 U ~abe x, % Aa~||%~ A ~|

Font l=

e Select the 2 within the formula for water. To format this as subscript, click on
the Subscript icon in the Font section of the Home tab.

B I U - abe x,| % Aa~||%7- A -

Font L

Case changing

e This feature allows you to select a portion of téxt and then changé the
capitalization within that text. For instance you ceuld select a heading within
your document and format it to display asmalhuppericase lettérs.

e It is also very useful if you have accidentally pressed the Caps Lock key and
have then typed in text with the capitalized appearing reversed. This feature
allows you to correct this mistake without having to delete the text and start
again!

e Select the entire the paragraph relating to'case changing. Within the Font
section of the Home tab click on the ' Change €ase icon. This will display a
drop down list of options.nClick onithe UPPERCASE command.

o E9- 6 )¢ D W,
- s

Home InMayout\fcrences Mailings

" ‘ ) 2 )

Arial 11 o _A_. A || J')! |2

v
|§I u x, x° Aa-|®?- A |||

Paste
L]
C“pb, Font Sentence case,
-
. 0 L o lowercase
v I
UPPERCASE

Capitalize Each Word

Il
4

e

|

tOGGLE cASE

o Experiment with applying the other case change options to this paragraph.

Highlighting

¢ The highlighting feature is great if you are reviewing a document and is used in
the same fashion as you would use a pen highlighter on a printed copy. You can
change the highlighting color but if you intend to print the document in black
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and white, do not use a very dark highlighting color, as you may find the
highlighted words are blacked out and unreadable.

Within the paragraph relating to highlighting, select some text and then click on
the Text Highlight Color icon (located in the Font section of the Home tab).
This will apply highlighting to the selected text.

b7

To change the highlighting color click on the down arrow to the right of this
icon. You can click on one of these colors to change the_highlighting color the
next time you apply highlighting.

—

B A |||

No Color

Select another portion of text and try-applyingya different highlight color.

TIP: To remove highlighting frem highlighted text, select the text and then click
on the down arrow to the right'afithe Highlight icon. Select No Color.

Font color

You can_apply different colors to your text which can add impact to your
documents if you are going to print them using a color printer. Do not use too

many colors onga,single page as this can look messy. The rule with color is that
lesslis,good.

Be careful whendusing faint colors which may not show up well when printed.

Finally consider that some people have various types of color blindness and may
not be able to read some colors as others would.

To change the font color click on the down arrow to the right of the Font
Color icon. You can click on one of these colors to change the font color the
next time you change the color using the Font Color icon.
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Standard Colors
HNE EEEER

18 Maore Colors..,

Within the paragraph relating to Font Color, select some text and then click on
the Font Color icon. This will apply color to the selected text.

A

Experiment with applying different font colors to different words within the
paragraph.

Copying text formatting

This feature allows you toypick up the farmatting that has been applied to one
portion of text and apply that'formatting to’another portion of text.

Click within the paragraph‘relating te ‘Copying text formatting’. Click on the
Format Paintergsicon (displayed on the Home tab within the Clipboard
section).

(Cn) e O
—-’r'l‘ Home Insert

Past_e Ea:fl;]; o j
=70l L

-
y

Clipboard & el

You will notice that the shape of your mouse pointer has changed.

Move the mouse pointer to the start of a different paragraph within the
document and while pressing the mouse key down drag to the end of that
paragraph and then release the mouse button. The formatting contained within
the original paragraph is now copied to the second paragraph. The mouse
pointer now displays its original shape.

TIP: If you double click over a paragraph that you want to copy text formatting

FOR USE AT THE LICENSED SITE(S) ONLY

© 1995-2008 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



Word 2007 Foundation - Page 30

from, then the mouse pointer changes shape until you press the Esc key. This
means that you can copy formatting to more than one portion of text at a time.

Removing formatting

This feature can be very useful if you get yourself into a mess with your
formatting, or if you receive a document from someone else that has been 'over
formatted'.

Select a portion of text and apply formatting such as bold, italic and underlining.
Click on the Clear Formatting icon. The formatting is re

(a HE -8 s word 2C
v
! Home ! Insert Page Layout References
X — 2 L (=
B | [ - |
~ — — — — —_— .E.J;.._ e i
| Peste g || e o o B2 %
\Clipboard 1 Font % ’

Save your changes and close the dd
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Manipulating Text

Select, then format

Remember the general rule when using Microsoft Windows. Normally you need
to select an item first (so that Windows knows what you are interested in), and
then format it.

Selecting text

Use the Microsoft Office button to open a document galled Editing.

Click once in the middle of a word within your document. Press the Shift key
down (and hold it down). Press the Left arrow key or Right arrow key once.
Then let go of the Shift key. As you can see you have just selected a character.

Repeat the last operation using a different ward, but this tifme press the arrow
key a few times. This allows you to sélect more than‘oné character.

Selecting a word is even easier. £ Bouble click on any word within the document.
The word is now selected.

Experiment with selecting,to the beginning of a line. To do this click within any
line of text. While keeping the Shift \key pressed, press the Home key.
Release the Shift key.

Experiment with selecting to the end of a line. To do this click within any line of
text. While keeping the Shift key pressed, press the End key. Release the
Shift key.

Expefiment with selecting an entire line of text. To do this move the mouse
pointer to the left of the line which you wish to select, until the mouse pointer
changes from an | bar shape, to an arrow shape pointing upwards and to the
right. You are now in the “Selection Bar”, a special screen area. Click once with
the mouse button to select the line.

Experiment with selecting a sentence. To do this, move the mouse pointer
within the sentence which you wish to select. Depress the CTRL key and then
click within the sentence.

Experiment with selecting a paragraph. To do this triple click within a
paragraph.

Experiment with selecting the entire document. To do this press Ctrl+A.
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Inserting, deleting, undo and redo

Click at the very start of the text within the document and then press the Enter
key twice. This will add some spaces to the top of the document.

Type in your full name and then press the Enter key twice to insert some space.
Within the first paragraph click just before the word ‘Windows'. Type in the
word 'Microsoft' and press the Spacebar. As you can see inserting a word
within a paragraph is easy.

Select your name at the top of the document and delete it, by pressing the
Delete key.

Click on the Undo icon and undo this deletion. Your name'reappears!

{ ey |- O i
Y

_ Ham, . — =
| Undo Clear[CtrI—Eji

i

Click on the Redo icon. What happens?

Insert and overtype mode

You should know the differencedbetween insert and overtype mode, when
using the keyboard. By default' when you are editing a document the new text
is inserted within the existing text. Tniovertype mode new text may overwrite
existing text, if you are not paying attention you can lose data!

Click once between two'wordsywithin\the ‘document and you will see that if you
type in a new word, it is inserted between the existing words. Click on the
Undo icon to undo this.

In older versions of Mierosoft Word pressing the INS (or Insert) key would
enable overtype mode typings,. This had the effect of typing in a new word
between existing words and overwriting the existing text. The good news is that
pressing the'lnsert key when using this version of Microsoft Word has no effect.

TIP: If yousreally want to enable Overtyping mode then you can enable it via
the Word Options available via the Office Button. Most people however will
be glad that accidentally pressing the Insert key will no longer cause problems.

Copying text within a document

Select the first paragraph. Press Ctrl+C. This copies the selected text into the
Clipboard.

Click at the end of the document.
Press the Enter key to insert a space.

Press Ctrl+V. This pastes the text from the Clipboard to the current position of
the 'Insertion point'.

FOR USE AT THE LICENSED SITE(S) ONLY

© 1995-2008 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



Word 2007 Foundation - Page 33

TIP: The 'Insertion Point' is indicated by the flashing, vertical cursor.

Click on the Undo icon to reverse this action.

Moving (cutting) text within a document

Select the first paragraph. Press Ctrl+X. This cuts (i.e. moves) the selected
text onto the Clipboard.

Click at the end of the document.
Press the Enter key to insert a space.

Press Ctrl+V. This pastes the text from the Clipboard t0 the current position of
the Insertion point.

Click on the Undo icon to reverse this action.

Save your changes and close the document.

The Clipboard g 2 NS

Using the Clipboard

When using Microsoft Word you willfind the Cut, Copy and Paste icons under
the Home tab.

d
—-'/I Home
J & Calit
Past 55
aste B
L
Clipboard ™

You gan also use. the normal Microsoft Windows shortcuts:

Cut Ctrl+X
Copy Ctrl+C
Paste Ctri+V

You will notice that there is a down arrow under the Paste command. Clicking
on this will display more options, such as the Paste Special option, which,
when clicked on, will allow you more control on how items in the Clipboard are
pasted into a document.
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Paste Special E| §|

Source:  Microsoft OFfice Word Document
Docurnent

hs:

() paste: Microsoft Office Waord Document Object
Formatted Text (RTF)
o - = Unformatted Text
| E‘lp \ H 9 u Picture (Windows Metafile)
fy Picture (Enhanced Metafile

Home Insert
Unformatted Unicode Text

I_-.j & Calibri (Body)

—';él

["Paste | 'B I U - Resulk
- =

[ | Paste

[T Paste special...

Inserts the contents of the Clipboard as HTML Format.

——

The Office Clipboard

¢ Open a document called Office Clipboard. This document contains a few items
that you can copy into the Office Clipboard.

e If you click on the Clipboard dialog box launcher, you will see the Microsoft
Office Clipboard pane.

l:gaa H9-8 -

]

Home Insert
I_-.j 4 il (D Al - I
Paste f i

Clipboard M= CIiCk Here

s

o Select all the text'and press Ctrl+C to copy the text to the Clipboard. You
should see a representation of this copied text displayed in the Microsoft Office
Clipboard pane.

e Select the first graphic within the document and press Ctrl+C to copy the
graphic to the Clipboard. You will see the graphic displayed within the
Microsoft Office Clipboard pane.

o Repeat this for the other graphics within the document.

e Scroll down to an empty part of the document. Click where you would like to
insert a copy of an item that is stored on your Clipboard. Click on that item
within the Microsoft Office Clipboard pane. The item will be displayed.
Experiment with pasting both text and pictures.
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Removing items from the Office Clipboard

¢ Select an item within the Office Clipboard, as displayed within the Microsoft
Office Clipboard pane. Right click on the item and from the popup menu
displayed, select the Delete command. Try this now for a few items displayed
within the Microsoft Office Clipboard pane.

e Save your changes and close the document.

4
S
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Paragraph Formatting

What is paragraph formatting?

Paragraph formatting includes items such as alignment and indenting as well as
numbering and bulleting of lists. If you click on the Home tab, you will see a
paragraph section within the Ribbon.

=i 1= - | |[EEEE|| S| T

- — T —

e
Paragraph ]
TIP: To select a paragraph triple click within the paragraph.

Paragraph marks

To insert a paragraph mark, press the Enter key. This inserts a single
paragraph mark. Often you will insert two paragraph marks to end one
paragraph and insert a space on'the screen before starting the next paragraph
mark.

To remove a paragraphimark, clickiat the end of a paragraph and press the Del
(Delete) key.

TIP: To see a paragraph mark,click on the Show/Hide icon and you will see

the paragraph break as’illustratedybelow. This makes it easier to identify and
then remove the paragraph break.

| 97|

Ac-parvagraph-break-loolks-like-this-when-vou-click-on-the-Show /Hide-icon"
Eemember-to-redeli ck-on-the-icon-to-shop-the-displav-of-non-printing-characters?

C o

Open a document called Paragraph Formatting. Click on the Show/Hide

icon and you will be able to see the paragraph marks within the document. Click
at the end of a paragraph and press the Enter key. You will see a new
paragraph mark displayed. Press the Backspace key to delete this paragraph
mark.
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Soft paragraph (line break) marks

When you press the Enter key you insert a paragraph mark. If you press the
Shift+Enter keys you insert a soft paragraph mark, which is also known as a
line break.

The visual effect is often the same, but when you insert a line break, then the
text after the line break (up to the next paragraph mark) will be treated as a
single paragraph.

To remove a soft paragraph mark, click at the end of a linedoreak and press the
Del (Delete) key.

TIP: To see the line break, click on the Show/Hide icon and‘you will see the
line break as illustrated below. This makes it easier to identify and then remove
the line break.

Acline-break-looks-like-this-when-vou-click-an-the-Shavw Hide-igbn+

Femembertore-click-on-theicon-to-shopfthe-displavofinon-prnting-charactersfl

Click at the end of a sentence within‘a paragraph. Insert a soft paragraph line
break. Insert another soft paragraph linedreak and notice that this type of
mark looks different from a paragraph mark. Delete the two soft paragraph line
breaks.

Click on the Show/Hideneon so that thexmarks are no longer visible.

Aligning text

Text can be aligned to'the,left or to the right. It can also be centered or
justified. If you justify gext, Mierosoft Word inserts extra spaces into the lines of
text so that the left and right edges of the text line up vertically, and you do not
see agagged edge down the right side of the text.

Click within agparagraph. Experiment with using the alignment icons displayed
withinythefHome tab.

= ==

Indenting paragraphs

It is easy to indent a paragraph. You would normally indent a paragraph from
the left by a specified amount, but you can also indent from the right. You may
wish to format your text using hanging indents, as illustrated below.
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Click within a paragraph that is aligned to the left. Experiment with using the
Increase Indent and the Decrease Indent icons displayed within the Home
tab.

| e |

TIP: Each time you click on the Increase Indent icon, the paragraphfis
indented further to the right.

Click within another paragraph that is aligned to the left. Click on the
Paragraph Dialog Box Launcher.

—

- === —_——
=- = EER 1) 2
== = §|$§v| e R j [
S . ( ClickHere"}),

- - T B - T .

This will display the Paragraph dialog box.

Paragraph @E|

Indents andiSpaging | Line and Page Breaks

General - u

aignment: _[ETEN—G—

Cutline lewel: Eh:u:ly Text W
Indentation
Left: ocm 5 Special: By:
Right: Oocm % {none) v S
] mirrar indents

You can use the dialog box to set exact left or right indents. Experiment with
setting both left and right indents for this paragraph.

Use the Undo icon to reverse these left and right indents. Click on the down
arrow next to the Special section of the dialog box. Select Hanging.
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Indentation
Left: Special: By
S T R R

none
[ Mirvor indents l(=irst Ii)ne

Your paragraph will now look something like this. The first line looks normal,
while the rest of the paragraph is indented.

Floppy disks are also known as diskettes. They are very slow compared to hard disks or CD-
ROMS, and hold relatively small amounts of data (1.44 Mbytes). Sometimes people will
backup (i.e. copy) important data from their hard disk to floppy disks. However, as
diskettes are notoriously unreliable this is not the best way of backing up valuable da
(but is better than nothing).

Applying single or double line spacing withi
Within a paragraph you can adjust the spaei
paragraph.
NOTE: Do not confuse adjusting line thin a paragraph with adjusting
the spacing between each paragfra

Click within a paragraph. On the ithin the Paragraph section,
click on the Line Spacing icon.

s — i— i—
i— w I— - 3=~
a— i= i-

15
20
2.5
3.0
Line Spacing Options...

Add Space Before Paragraph
Remove Space After Paragraph

=l <

Select 1.5 and look at what happens to the formatting of your paragraph.
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Applying spacing above or below paragraphs

You can adjust the spacing between your paragraphs. This can sometimes
make long documents clearer, or can be used to bring attention to certain
paragraphs within a document. In the example below we have increased the
spacing before a paragraph.

Mdow dary tn prened omer: you ROV £reared it Ind GRCIC 1NC 1 TAE RERher of SSPrear [ERCCR LIt
Jer amA & 2

prneed . ket
compia then. BAoE commom are tni jer Amd Murr prnrens ot of Shich C1N ROW ROUCE ColGRRCA CRETRE

Select a paragraph within your document. Within the paragraph section of the
Home tab, click on the Paragraph Dialog Box Launcher.’ Within the Spacing
section of the Paragraph dialog box, use the Before and After ceontrol to set
the space that will be inserted before and after the paragraph.© Experiment with
inserting different amounts of spacing and look atithe effect.

Spacing 4
After: 2 pk s Single > gl I
[ Don't add space between paragraphs of the same style

Before: Z pt - Line spacing: Ak
e

Applying bullets to a list

You can easily format a list'to, display using bullet points. Scroll down your
document and younwill find a'list of first names. Select the list of first names by
clicking in front of\the first hame and then while pressing the mouse button,
drag the mouse pointer o theend of the last name in the list.

Click on_the Bullets icon (located within the Paragraph section of the Home
tab). 4The list will then be displayed as a bulleted list.

H

B —

TIP: If you have time, click on the down arrow to the right of the bullets icon.
This will display a drop down menu allowing you to use different types of bullets.
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> v

Change List Level 3

i

Define New Bullet...

Numbering a list

Microsoft Word can automatically numb t the list of second

names.
Click on the Numbering icon (locate
Home tab). The list will then i

e Paragraph section of the
a numbered list.

TIP: If you have time, c
icon. This will display a dro
numbering styl
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Numbering Library

I
i

1. 1)

Mone 2. iy [1

3. )] l
| A 2
I ) b
M. [ 8]

Define New Mumber Format...

I

NOTE: If you add a name to thesend of youdr list it will automatically be assigned
the next sequential number. Ifiyou,delete a name within the list then the whole
list will be automatically renumbered., Experiment with adding deleting items
within the list.

Save your changes and close thexdocument.

Adding borders\andishading

You can display a border around a paragraph to add more impact to that
paragraph.. You can also add shading. To emphasize a paragraph you could
reverse the normal color display, so that text within that paragraph is displayed
as white text on‘ablack background.

Adding a border

Open a document called Borders and shading.
Click within the header (containing the words Computer Memory).

Within the Paragraph section on the Home tab, click on the Down arrow to
the right of the Border icon. This will display a drop down list from which you
can select the type of border you wish to apply. In this case select the Outside
Borders command.
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'33?33?--| |TlNcurmaI T Mo Spaci.

Eottom Border

Top Border

Left Border

Right Border

i Mo Border

All Borders

Qutside Borders

= Inside Borders

Inside Horizontal Border
Inside Wertical Border
Diagonal Down Border
Diagonal Up Border
Harizontal Line

Draw Table

View Gridlines

Borders and Shading...

| Computer Memary

ottom border to this paragraph. Click
. periment with applying some of the
k on the Undo icon).

¢ Click within the next p
on the Undo icon to re
other border types (after

Modifying your bo
¢ Click withi para which does not have a border applied to it. Within the
the Home tab, click on the Down arrow to the right of
the list displayed, select the Borders and Shading

This will display the Borders and Shading dialog box.
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Borders and Shading

Borders | Page Eorder || Shading |

Sekting: Skyle: Presview

Click. on diagram below ar use
buttons ko apply borders

(N

—|| Box
é Shadaow .
=] _

— Color:
—|| | 3D )

= Autamatic W |
Wwidth:

= | Custom

= L 1% pt v

Qpkions. ..

[ﬂu:urizu:untal Line. .. ] [ Zancel ]

You can use this dialog
width.

shading setting, style, color and

From the Settin i i select the 3-D. Use the Style section of
the dialog to se i

Skyle:

Click on the down arrow to the right of the Color section to display a list of
colors. Select a color.
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Colar:

Autamatic il ‘

@ Automatic
Theme Colors

Standard Colors
[ ] fEEEERE

More Colors..,

Click on the down arrow to the right of the Width s
widths. Select a width.

n to ay a list of

width:

wpt —— r

4 pk

14 pk

| wopt

= tpt ——— 3
1pt —
21l —

Jpb —
44 pE ————
Gpb

[ he dialog box and apply the border.

ph section on the Home tab, click on the Down arrow to
ading icon. This will display a drop down list from which you
color of the shading you wish to apply.

Within the Para
the right
can select t
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= [ |
[| Saf={ (O ~ TMormal | T M

Theme Colors

Standard Colors
HE EEEER

Mo Color

1% More Colors...

¢ Click on the Undo button and apply a different color of&hading.
TIP: Try applying Black shading.

& . =
Theme Colors

As you are applying black shading t@ be used/as a background for black text,
you might expect the text to becomeinvisible (i.e. black text on a black
background). In fact MicrosoftWord automatically reverses the text color in this
case so that you see white text oana black‘background.

Read Only Memory (ROM) as the name suggésts is a special type of memory chipwhich holds
software which can be read but not written to. A good example,is the ROM-BIOS chip, which
contains read-only software. Often network cards and video cards also contain ROM chips

The'Read Only Memory Basi it Output System' chip is ip located on the computer's
system (mother) board, whic ains software. This soft performs a variety of tasks.
When you first switch onthe BIOS softwa rforms a self-diagnostic to

check thatthe compu
the disk into the RAM

Most modern computers are actually suppliedwith a flash'BIOS rather than a ROM-BIOS. This
chip contains exaetly.the same type of injpuilt software, but has the advantage that the software
on the chip€an be upgraded. This upgrade is achieved by simply running a small program

upptedbv thecomputermanufacturer:

Modifyingyour shading

e Click withim,a paragraph. Within the Paragraph section on the Home tab, click
on the Down arrow to the right of the Shading icon. From the list displayed,
select the More Colors command.
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2]

{sbandard i | Custom K

Colors: Cancel

Mew

- e

Select a color and then click on{the, OK button.

Applying borders to selgcted text

You can apply borders and shading to.an entire paragraph. However if you
select a word or portion of text within a paragraph, then you can apply border
and shading to justithe selecteditext. Try experimenting with selecting words or
sentences within\your-document.and apply border and shading effect.

Save your changes andfclose the document.

Findiflg andgféplating text

Sometimes documents can be very long and you may need to search that
document for a particular word or phrase. You can use the built-in search
feature tofdorthis for you. If you need to find a particular word or phrase and
replace this item with alternative text, then you can use the search and replace
feature.

WARNING: Using the search and replace feature sounds great, but you need to
be careful. | always make a backup copy of a document before using this
feature as it is very easy to get it horribly wrong. Many words have within them
smaller words. The word WARNING for instance has the words WAR and
WARN within it, and if you replaced the word WAR with something else, then
the first three letters of the word WARNING will also be replaced. There are
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ways to stop Microsoft Word from doing this, but you must be careful!

Finding text
¢ Open a document called Searching and replacing.
Click on the Find button, located within the Editing section of the Home tab.

@

|38 Find|~ |
E‘,'” Replac-e

f | kg Select~
Editing | |

This will display the Find dialog box.

Find and Replace

Find |Reg|au:e || Go To

Find what: |

section type in the text you wish to search for, in this
nternet. Click on the Find Next button. The next
Internet will be found and highlighted within the

cking on the Find Next button to find more occurrences of
ere are no more instances of the text to be found you will see
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Close the Find dialog box.

TIP: An easy way to display the Find dialog box is to press Ctrl+F.

Replacing text

Click on the Replace button, located within the Editing section of the Home
tab.

&4 Find -

|E’a'= Replace |
i li Select =

Editing |

This will display the Replace dialog bo ca e eplace the text
World Wide Web with WWW, as il @

Find and Replace

[ Replace ] [Replace all ] [ Eind Mexk J [ Cancel ]

Click e Find /Next button. The next instance of the text will be selected.
Click on the Replace button. In the same way replace all instanced of the text
World b with WWW.

TIP: To display the Replace display box, press Ctrl+H.

Save your changes and close the document.

Tabs
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Tab stops

¢ In early versions of Microsoft Word, using 'Tab Stops' was a vital method for
formatting particular items within a Microsoft Word document. Tabs were
commonly used for displaying columns of data, with each column of data being
separated from the next column by a tab space.

e As newer versions of Microsoft Word have been released over the years the use
of tab stops within a document has lessened, as Microsoft Word will now
automatically insert tab spaces into document elements such as a ‘table of
contents’. Microsoft Word 2007 also has many pre-designed pages available to
you such as customizable front pages which again makes the need to manually
insert tab stops less important than it used to be in earlier versions of Microsoft
Word.

¢ When you create a new, blank document, by default the Ruler does noticontain
tab stops.

Setting and removing tabs

¢ Before manually inserting tabs stops, you should display the Microsoft Word
Ruler. This Ruler allows you to easily insert tab stops._If the Ruler is not
displayed click on the View Ruler butten (displayed at the top of your vertical
scroll bar).

@) 4
J— 34 Find ~
}bCc b rrern
* |
View Ruler -
Button

¢ If clicking on this‘button removes the display of the Ruler, click on it again and
the Ruler awillsbe displayed again across the top of your document.

--2---1-|-§-|-1-|-2-|-3-|-4-|-5-l-s-l-?---s---9-l-m-|-11---12-|-13-|-14-|-15-|-¢-|-1?-|-1s-

e You can set the tab type by repeatedly clicking the tab selector (displayed at the
left edge of the ruler) until it displays the required tab type.
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Clip t £

Tab Selector

You can click along the ruler at the location you wish tQ insert the tab.

Tab types include:

Left Tab stop:
This sets the starting location of text which will displayytosthe right as you type
text into this tab stop location.

Centre Tab stop:
This sets the position used for the middle of the text, which will centre on this
tab stop as you type ingext:

Right Tab stop:
This sets the right endforiyour text and when you enter text at this tab stop it
will move to the left.

E] Decimal Tab stop:

This is Used to align numbers around a decimal point.

Bar Tab stop:
This displays a vertical bar at the tab stop location.

NOTE: There are two more options, but these relate to indents rather than tab
stops.

Indent First Line:
If you click on this control and then click on the top part of the horizontal ruler
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where you would like the first line of that paragraph to begin.

Hanging Indent:

If you click on this control then click the bottom half of the horizontal ruler
where you would like all the lines after the first line of the paragraph to be
indented to.

To move a Tab Stop left or right you can drag it using the mouse pointer (with
the mouse button pressed down when you are dragging theftab stop).

To delete a Tab Stop drag it off the Ruler (with the mouse button pressed
down when you are dragging the Tab Stop).

e Open a document called Tabs.
e Select the data within the document as illustrated.

Area 2005 Sales 2006 sales
Morth Region 89 94

South Region 67 98
EastRegion 64 834

West Region 23 77

.

e Click on the Ruler above the start of the text '2005 Sales’, as illustrated.
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Drag this tab stop to the right, as illus

e Click on the Ruler at the start of the text ‘2006 Sales' as illustrated.
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Area 2005 Sales 2006 sales

North Region 89 ‘94
South Region 67 ’93
East Region 64 53
West Region 23 7?

e this.

Drag the tab stop to the right, so tha

Area 2005 Sales
North Region 89 94
South Region 67
East Region

West Region

, double click on one of the tab stops on your Ruler and
ialog box. Experiment with changing the tab types of
and check the effect of your changes.
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Tab stop position: Default tab stops:
3,25 cm 1.27 cm &
3.25
5,75 Em Tab stops to be cleared:
alignment
® Left O Center O Right
() Decimal () Bar
Leader
() 1 Mone I 31— (@ ) p——
Csa___
| st || e || cearan |
[ O l ’ Cancel J

e Try deleting one of your tab stops by dragging it off the Ruler. Use the Undo
key to reverse this deletion.

e When you have finished experimenting, save your changes and close the
document.

Styles - N\

e You can create a collection of formatting rules and then save them as a
Microsoft Word'style. This,style can then be applied to selected text within a
document.

Applying stylestoaward, line or a paragraph
e Open a'document called Applying styles.
e Select thegfirstdine to which you wish to apply a style.

e Click on the'down arrow to the right of the Style box. The Style List box will
display Microsoft Word styles which can be applied to part of a document. Select
the Title style and it will be applied to the selected text.
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| ' [ &4 Find -
|AaBchDc| aaBbCcDe AaBb(C: AaBbCc ab pent
ac Replace
THormal | 1Mo Spaci.. Headingl Heading 2 Change
Styles + [} Select -
|1 = || — |
U AADB | 4aBbce acsbeene AaBbcep: #/| Editing | |
! | Title Subtitle Subtle Em... Emphasis

Title
Anl AaBbCcDt AagBbCcDi AoBhCcli

Your document will now look like this.

Apply a title style to this line.

Apply a header 1 style to this line.

This is just some body text. Do not apply a header styleto this text. This is just some body text.
Do not apply a header styleto this text. This is just some body text. Do not apply a header style
tothis text.

Apply a header 2 style to this line.

This is just some body text. Do not apply a header styleto this text. This is just some bod
Do not apply a header styleto this text. This is just some body text. Do not apply a he
tothis text.

Apply Header 1 and Header 2 style
should now look like this.

ed within your document, which

This is just some body text. Do not apply a hea is is just some body text.
Do not apply a header style il . Do not apply a header style
tothis text.

Analirabhasdar? o
APy ancaucy & 3

This is just some body text.

1 it a

o this text. This is just some body text.

amea hadv tawt Do not annly a2 haadar ctule
1Some Doy TexXl. Lo Not apply a neagder styie

o not annly 2 has,
U Nnot appy

Xperimenting with applying other styles to the body text.

Save your cha and close your document.
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Page Formatting

What is page formatting?

e Page formatting relates to formatting that normally affects the whole page, such
as page orientation. The page is either Portrait or Landscape orientated. It
also includes items such as page size and margins.

Page orientation and paper size

e Normally your Microsoft Word document will be displayed in Portrait page
orientation, which is like looking at a photograph, where the long edges the
vertical line. You may change to Landscape orientation for certain types of
documents such as notices.

Al @A)

Fortrait Landscape

e The physical size of the paper used within‘printers varies from country to
country. In the United States the normal paper size is called 'Letter’ size and
the dimensions are measured in inches. A ‘Letter’ sized paper is shorter but
wider than ‘A4’ sized paper.

¢ In Europe and many other places the paper size used within computer printers is
normally called A4 sized papery, This'may be measured in inches or centimeters
(depending on the country). A4 sized paper is longer and slightly narrower than
'letter' sized paper.

¢ Open a'document called Page layout. Click on the Page Layout tab. Within
the Page Setup section click on the Orientation button. A drop down list
allows yout0 select either Portrait or Landscape page orientation. Select

Landscape.
(0n) = -
ol J
—-/ Home Insert Page Layout References

*» Orientation=| "= Breaks -

n-
j v J ine Numbers =
Themes Margins - Portrait

- ' yphenation =

Themes (]

= Landscape
e 2 01 — P I T B 1
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e Your document will now look something like this.

EEEJ) d=-0 = Page Liyout.docx - Microsall ward TR
Mome  dntem | Fagelspout | References Mailingt  Revew  View  Developer - L
.n T __\amnum o reaki - o Watesmark - indent Spacing 3| aﬂlmn‘alrnnh L Asgn -
fdune umbers= | JfPacecolor-  ERLem oom D iTsdow opt  C ~ dysenatosa - [ oroue -
.cm o iyphenation s | ] Page Gorgers | I3 Raght 0 om S ames Wt -‘".” {nf] Text Wispping < Sk Motate - I
| 'h_a-u Page Setup T+ || Fage Bpckground Paragraph Amange _]
T I R N T R RS Y RN R e O O T N S Y R I O O T TR 1 )
Copyright and the Law
Software Copyright lssues

caught, mmﬂhdmnwbmm Many people will bwamwdam lmim:h:cwy lotlhwfmmbmulm

Firidy e, T This 13 alsonomalty unkewiul ram drsks or O-

i such as FAST OM Fadaration A 'I'h‘l'(} which i
p 0 gal copyng 4 mm |lmrmu«mymlucmm ALWAYS first make
sune that you ha z ithes Py th counties, for
damages.
Mast text syou wall find on the Intemet is copynghted Never copy w0 and quote your sources.
There are many sites n!mmmmm Seml |r| umomdhmﬂu autharity to offer you a free download of
images, Many wl.eﬂmwwrnwynul Popul or mowe chps from Star Trek.
W you visit the ofical Star T i comi) ill 5 _uuermgu, and aven tha name “Star Trak is protected
and may “lan sdes . E Mecroscll Windows makes s oflen
illegal 5 licow the e’ complete fims or m Wyou can Filen for free b fore

#ven officially avaiabie on videoDVD. it 13 3 pratty good bet

Cover yoursell, Gat

s derwriloaded matesials and ifin dould - don't' acdely avalable. o his
b b iy entire CO- in software, games or data. D dathis. Abways b h
which you may find vy ices, it o

What are site licences?
Page: 1 old | Woeds: 1,083 EnglichUs) | ]

e To see the effect better, click on the

er of copies, and

Open before printing.

and make changes to pages before
a.

This will display the document in Print Preview view.
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(= H9-uv = Page layout.docx (Preview) - Microsoft Word - | X
[ —
| Print Preview ‘ @
S = 5 Lloner V| Shaw Rul -
S ] 35 ] Ligurs s dwre | @
] Twa Pages V| Magnifier
Print Options | Margins Orientation Size Zoom 100% ri Close Print
- - - =) Page Width || 27 Shrink One page —# Frevious Fage | =2eF CrF
Print Page Setup 7] Zoom Preview |
1z .E. 20 40 1B 181 1O 21 1l4 UG 1181 1201 122 gy 1

Copyrightandthe Law

1481 1161 1141 1z A0 11 1B 141 1E0o0 0 12

Page: 2 of4  Words: 1,050 = English (US) | E |

e Click on the Close Print Previe turn to Print Layout view.
Clase Print

o to Portrait orientation.

Page

e Your a top, bottom, left and right margin. This is the space
between t of your text and the edge of your page. Each margin may be
increased reased. Be careful not to decrease it too much or you may have
problems printing the documents.

e To modify your page margins, click on the Page Layout tab. From the Page

Setup section, click on the Margins button. A list of preset options is
displayed, as illustrated.
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Do)\l 9 -8 )7 D
oy 0 —_—

Home Insert | Page Layout l References Mailings R

Aaj n' [h Orientation ~ r% Breaks - ﬂ Watermark ~

— ' ]E Size E[ﬂ Line Mumbers = @ Page Color -

Themes

ES Columns - b~ Hyphenation - @ Page Border

Mormal ge Backgroun

Top: 2.54cm Bottom: 2.534 ¢cm
Laft 2.54cm Right: 254 ¢m

Marrow
Top: 1.27cm Bottom: 1.27 cm
Left: 1.27cm Right:  1.27 cm

- _— Maoderate
Top: 254cm Bottom: 2.54 cm
Left: 191 cm Right:  1.91 cm

- Wide

- Top: 254 cn Bottom: 2.54 cm

- Left: 508 cm Right: 5.08 cm
Mirrored

Top: 2.54cm Bottom: 2,
- Insicle:  3.15 cm Dutsicle;

1 Office 2003 Default
- Top: 2,54 cm
Left 3.15 em

Custom Margins...

e Experiment with applying t preset margin options.
e To create your ins, click on the Custom Margins command
displayed at the gins drop down list.
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Margins Paper Layauk

Margins
Top: 2.54 cm e Botkam: 2.54 cm e
Left: 2.54 m e Right: 254 m &
Gukker: 0cm e Gutkter position: Left hd
Crienkation

Portrait Landscape

e Before continuing, reset the margins to the Microsoft Word default values by
clicking on the Margins button and selecting the Normal margin command.

(Oa)H92-0 )3 word_2007
-
- Home Insert Page Layout References
A0 B 1 |3 Orientation = = Breaks ~ ]

103 Size~ £ Line Num

Margins| __
= ES Columns - b H&tion
Themes Mormal N
Tap: 2.54 cm Bottam 254 cm [§
Left: 2.54 cm F{ig\}‘
y W a W

A

3

Page breaks

¢ When you start typing intoya document, the text normally starts at the top-left
of the page and as youdtype more words they are displayed on the line moving
towardsgtheyright of the page. When the words you are typing reach the right
side of the screen they automatically drop down to the next line. If you
continue typing you eventually fill that page, at which point Microsoft Word
automatically moves on to the next page. These automatic page breaks that are
inserted by Microsoft Word are called 'soft' page breaks. Sometimes you wish to
force MicrasoftWord to leave a blank area displayed at the bottom of one page
and the nexttext to be displayed on a new page. To do this you need to insert
a manual page break (sometimes called a hard page break).

e Insert a few page breaks into your document. To do this click at the point you
wish to insert the page break and then press Ctrl+Enter.

Headers and footers

¢ If you are planning to print a document, it is a good idea to add a footer or
header to the document, especially if it is a long document.
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Click on the Insert tab and from the Header and Footer section click on the

Header icon. A drop down list is displayed. Select the Edit Header command.

BENRRPL

Header|Footer  Page Text =
| 7 Number~ || Box~ = Drop
|2 Edit Header |

ﬂ Remove Header

_:-h Save Selection to Header Gallery...

The header area will be displayed on screen as illustra

_Header jopyright and the Law

Software Copyright Issues

Most proarams which vou ourchase are cop®
Type in your header text. Int in your name.

If you look closely you wi i eader and footer ribbon is
displayed. This ribbon mands to enhance your header or
footer.

Op) H9-0 7

cx - Microsoft Word Header & Footer Tools |
O |

hocti i T

Insert P a I qgs Review View Developer [ Design

— .5', Next Section | Different Odd & Even Pages Qt Footer from Bottom: |1.25 cm

Goto Goto __
Header Footer ‘%‘; Link to Previous | Show Document Text @ Insert Alignment Tab

Home

.5: Previous Section || [ Different First Page 5& Header from Top: 1.25¢cm

Mavigation Options l Paosition

Ar 4

Click on the Close Header and Footer icon.

- B X

Close Header
and Footer

| Close

You can see your header displayed at the top of your page.
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Dawve Murray

Copyright and the Law

Software Copyright Issues

Most programs which you purchase are copyrighted and you

you may be breaking the law and if caught, you could find yc
nannla will kv 2 fore Afa name and make a conwv fartheir £

e To insert a footer, click on the Footer icon and select the Edit Footer
command.

= : A=| = QuickParts>
S AE]

— — ] wordart ~
Header |Footer| Page Text A
h v Number = Box~ == Drop Cap~

He) 5 Edit Footer

' ' » g
&1 95l Remove Footer

¢ Type in the following text as your footer, and‘then close the Header and Footer
ribbon.

‘Draft copy only’

Page numbering

¢ You can.insert automatic page numbering into a document header or footer. As
this isfinserted as a'field when you modify the number of pages within the
document thegpage numbering is also updated on each page.

e Click on the Insert tab and from the Header and Footer section click on the
Header icon. A drop down list is displayed, select the Edit Header command.
You should,seeyour name displayed as the header.

e Click just after your name and press the Tab key twice.
¢ Click on the Page Number button and then select Current Position.
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.;-E?_:_anu s

]
—F/ Home Insert Page Layout Ri

2B ﬂ 55 3 uane

Header Footer Date

- ~  |Number~| | &Time (8] Clip Art

Header & F [  Top of Page b

I © 2 |5 EBEottom of Page »

— k| Page Margins »

- #]  Current Position »
- 2 Format Page Mumbers...
i:.\ EBemove Page Numbers

Select Plain Number from the Page Number gallery.

The page number should be inserted into your doeument. Closethe Header
and Footer ribbon.

Header and footer fields

Microsoft Word fields are easy to insert and can be automatically updated. For
instance you could insert the date \within the header of a document and arrange
it so that each time you reprinted'the ‘document, the current date was displayed.
This would mean that if youwprinted the document each month, then the correct
month would be displayed within,the header.

Click on the Insert tab, and from the Header and Footer section click on the
Footer icon. Adraopydown listiis,displayed, select the Edit Footer command.
You should see your footer,text.” Click at the end of the footer text. Press the
Tab key twice.

Click ondtheyQuick'Parts button. From the drop down list displayed select the
Fieldicommand.

4 :
Dﬂv : Documents - Microsoft Wc

Home IM Page Layout References Mailings Reviey
] ] j Z| Quick Parts ~ =T 55 Previous ¢

"J

Document Prope »
Header Footer Page Date _EI. perty
- - Mumber~ || & Time |[[=] Field...
Header & Footer - .
Q Building Elocks Organizer... 1
Lozolodnd E - 03 Get More on Office Online... :
1
] | -

This will display the Field dialog box. This allows you insert a wide range of
fields. In this case select Date, as illustrated.
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Flease choose a field Field properties el gpilar
Categories: Date formats: [ use the HijrijLunar calsndar
(Al v
: [ tnsert the date in last used Format From
Field names: Insert kab
. Thursday, 08 February 2007
ase -~ 03 February 2007 [Juse the Saka Era calendar
Date 08i02f07
DocProperty 2007-02-05
Daciariable 8-Feb-07
EditTime 0g.02,.2007
E? 03 Feb, 07
F!IEN_EIITIB & February 2007
F! e_Slze _ February 07
Fill-in Feb-07
GDTDEUtt_Dn 03/02/2007 02:10
Grestingline 08/02/2007 02:10:06
Hyperlink 2010 AM
If ) 2:10:058 AM
IncludePicture 0z:10
IncludeText 02110008
Index
Infa
Keywords v
Y - Preseryve Formatting duri
Drescripkion:
Today's date
Field Codes [ — ]

Click on the OK button.

Close the Header and Footer Ribbon and yeou will see your footer displayed at
the bottom of each page.

Draft copy only 08/02 /2007

If you have time, havea@ brief look at some of the other fields that you can
insert intonyour headeér or footer. The Filename field is particularly useful as if
you ipsert this into a header or footer and then save your document this field
will record therfile,name. You will find with a little experimentation that this field
can also.include the folder storage location on your hard disk.

Cover pages

This feature was introduced in Microsoft Word 2007. It inserts a professional
looking front cover page into your document.

Open a document called Cover page. Click at the start of the document. Click
on the Insert tab and then click on the Cover Page button (within the Pages
section).

This will display a drop down from which you can select a cover page type. In
this case select the Mod type.
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Do)\ \d92-0 )+ Docurr
oAy —
Home | Insert t Page Layout References Mailings Review

% Hyperlink

Built-In =
[ =t -
E = [Year]
el o
[[XPETHE DOCUMINTTING
Alphabet Annual
[Type the decument titke]|
m—._;_—:_" [Type tha documen tith]
I A S "‘::::--—-
Conservative Cubicles
@; Remove Current Cover Page
._fh Save Selection to Cover Page Gallery...

e Once you select a cover p

typically a short summary of th ents of the document.]

David Murray
[Pick the date]

e Click on the [Type the document title] and then enter a title, such as 'About
Computers'.

e You can also insert a subtitle and abstract.

e Click on the [Pick the date] control to insert today's date.
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View the document in Print Preview view. To do this click on the Office
Button. Click on the arrow to the right of the Print command, and then select
the Print Preview command.

When you have finished previewing your document, click on the Close Print
Preview icon and you will display the document in Print Layout view.

Save your changes and close the file.

4
S
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Tables

Using Tables

e You can insert a table into your document. Each cell within the table can display
text or a graphic. Each cell or the entire table can be formatted as required.

Inserting a table

e Open a document called Tables. Read the instructions
We are going to insert a table containing 4 columns a

e Display the Insert tab and you will see the Tables gro
illustrated.

n this,document.

'/E'E =Hw-u -

Home | Insert

| 2] Cover Page ~

|_] Blank Page [ |
Table |

*;::' Page Break -
Pages | Tables |

e Clicking on the table wil

Cp) =H92-0 *
)

L

Documentl - Microsoft Word
o Home | Insert ailings Review View

|2 cover Page ~

& Hyperlink Elij Ej |Z| quic
_1 Blank Page A Bookmark — — ﬁWor:
= rt Chart Header Footer Page Text —
h—=, Page Break |'#] Cross-reference - - Mumber = Box~ 2= Drop
Pages Links Header & Footer

I I O
I |
I |
I O [

Insert Table...

Draw Table

¢ If you move the mouse pointer over the cells displayed in the drop down you will
see that a preview version of the table is displayed within your document.
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-'ﬁ:—,' H 9= > Documentl - Microsoft Word
23
- Home Insert Page Layout References Mailings Review View
=] Cover Page ~ — [r= Ellsl |j_,/| o (=] 2, Hyperlink =L} = &y A | |=l Quick Parts ~ | 2% Signature Li
_1 Blank Page Lol [ Jk ]l L A= Wl || S ookman =l =l =] —1 4l wordart- 5], Date & Time
= Table Picture Clip Shapes SmartArt Chart Header Footer Page Text — N .
%=, Page Break - At - "% Crace raference - - Number Box~ == o bakol Object -
Pages 4x3 Table Links Header & Footer Text
I
I
I
I
i
N I Y Y S Y )
N
N
N o
0H  Insert Table...
j Draw Table
_.i xcel Spreadsheet I
[ Quick Tables S I
h—

e Click when you see a 4x3 Table displayed (in“the area immediately above the
cell drop down). The table will be inserted.into the,document;, as illustrated.

¢ Notice that the display at the top afwyour‘screen has changed. As you are within
the table you have just selected, Microsoft Word automatically displays
commands and options related to modifying and formatting your table.

(D) i i3 - | Table Taols =

3 =
e Hams Ineert Pane Lavout L
¥| Header Row [ First Column 4 shading - | — E—
Total Row Last Column - | [E2 Borders|| i pt -| B B
n _ . Draw Eraser
¥ Banded Rows Banded Colunig = £ FenCoior T Taple
Table Style Options Draw Borders (c]

e Clickoutside your table and the table will display its original commands. Re-
clicking withinrthe, table will again display Table related commands. If you do not
see the table commands displayed you will notice that there is a Table Tools
option displayed at the top of your page (above the normal tabs). Click on this
to display yourtable related commands.

Table Tools

View Design Layout

Navigating within a table

e Click within the first cell in the table. Type in the name of the town or city in
which you live.
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To move to the next cell press the Tab key (or click within the cell using the
mouse pointer). Type in the name of another town or city. Carry on in a similar
fashion until all the cells contain the name of a town or city.

Try pressing Shift+Tab. As you will see this moves you to the previous cell.

Selecting and editing text within a table

Click within the first cell. Double click on the word within this cell and change
the word to your first name. Navigate to the second cell and overwrite the
contents with your second name. You can edit the text within a cell rather than
replace the entire text by selecting the part of the text you wish to edit and then
typing in your changes.

Selecting cells, rows, columns or the entire table

It is important to know how to select elements‘within your table. Practice these
selection techniques using the table you have, created.

To select a cell.

Move the mouse pointer to the left side, of thé cell you want to select. The
mouse pointer will change to the shape of@ small solid black arrow pointing
upwards and to the right. Click'when you see the pointer change to this shape
and the cell will be selected.

To select a row.

Move the mouse pointer to the left of the row you want to select. When the
mouse pointer changes to the shape of an arrow, click once and the row will be
selected.

y 4

To select multiple rows which are next to each other.

Move the mouse pointer to the left of the first row you want to select. When the
mouse pointer changes to the shape of an arrow, click once and the row will be
selected. Hold down the Shift key and then click on the last row of the block of
cells you wish to select.
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To select multiple rows which are not connected to each other.

Move the mouse pointer to the left of the first row you want to select. When the
mouse pointer changes to the shape of an arrow, click once and the row will be
selected. Hold down the Ctrl key while clicking to select other rows.

»

. WYV 4

To select a column.

Move the mouse pointer to the area just above the column you want to select.
When the mouse pointer changes to the_shape ofa small, black, down-pointing
arrow, click once and the column will be selected.

To select multiple columns which\are next to each other.

Move the mouse pointer to the areayjust above the first column you want to
select. When thesmouse pointer, changes to the shape of a small, black, down-
pointing arrow, click'onee and the, column will be selected. While holding down
the Shift key, click above the,column at the end of the block of columns that
you want to select.

] 4 — B

7 —w»

To select multiple columns which are not next to each other.

Move the mouse pointer to the area just above the first column you want to
select. When the mouse pointer changes to the shape of a small, black, down-
pointing arrow, click once and the column will be selected. While holding down
the Ctrl key, click above the other columns that you wish to select. Release the
Ctrl key when you have finished selecting columns.
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To select the entire table.

Click within the last cell of the table. While holding the mouse key down, move
to the first cell within the table. When you release the mouse button the entire
table will be selected.

Inserting and deleting rows and columns

Once you have created a table it is very easy to insert or delete new#ows or
columns.

To insert a row.

Select the second row within your table@and right-click over the selected row.
You will see a popup menu displayed«Click on/the Insert command and you will
see a submenu displayed, as illustrated. You/can insert'a row above or below
the row you selected. In this case insertia yfow below the selected row.

Calibri (Bot - 11~ A" A7 Ay~ qfr
B 7 = g
| A 4
& cu |
52 | dopd
[ Paste
Inseity, & W b | 4E] | Insert Columns to the Left
Delete Rows i Insert Columns to the Right
T3 Merge Cells é Insert Rows Above
dI| Distribute Raws Evenly §| Insert Rows Below
'II' Distribute Columns Evenly ;‘u Insert Cells...
1 Bafrders and Shading... |

To delete a row.

Select the first row within your table and right click over the selected row. From
the popup menu displayed select the Delete Rows command. Use the Undo
icon (towards the top-left of your screen) to undo this deletion.

To insert a column.

Select the second column within your table and right-click over the selected
column. You will see a popup menu displayed. Click on the Insert command
and you will see a submenu displayed, as illustrated. You can insert a column to
the left or to the right of the column you selected. In this case insert a column
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to the right of the selected column.

Calibri (Bot ~ 11 - A" a7 Ay F
T BI%a'—V'é'E?iE =
|
4 | Cut
53 | Copy
%, Paste
Insert F | dH Insem@olumns to the Left
Delete Columns i @0 columns to the Right
id Merge Cells -él E:rtRowsﬂbove
HF Distribute Rows Evenly | Insert Ralws Below
ﬂj Distribute Columns Evenly o= Insesf Cells...
— — . R - N

e To delete a column.
Select the second column within your table‘and righticlick aver the selected
column. From the popup menu displayed select the Delete Columns command.
Use the Undo icon (towards the top=left of yaur screen) to undo this deletion.

Modifying column width or row height

e It is easy to reduce or inerease row\heights. You can also make columns wider
or narrower. You can @se ‘drag and drop‘ techniques using the mouse or you
can set exact heights or widths using the Table Properties dialog box.

e Using the mouse topadjust column width or row height.
Move the mouse ‘pointer within the table until it is over the vertical edge of one
of the columns. The shape of the mouse pointer changes to a shape made up of
two small vertical linés with arrows pointing out horizontally. When the mouse
pointér changes, depress the mouse button and move the mouse to the left or
right as required.»When you release the mouse button the width of the column
will besaltered.

You can use the same technique to adjust the row height, but this time move
the mouse pointer to the horizontal edge of any row, and then drag and drop
the edge as required.

Experiment with adjusting row heights and columns widths using this method.

e Adjusting column width or row height using exact measurements.
Select the row (or rows) that you wish to change the height of. Right click over
the selected row(s) and from the popup menu displayed select the Table
Properties command. This will display the Table Properties dialog box.
Select the Row tab within this dialog box, as illustrated.

FOR USE AT THE LICENSED SITE(S) ONLY

© 1995-2008 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



Word 2007 Foundation - Page 74

Table Properties

Ruon |C|:-Igmn " Cell |

Rows
Size

Dgpechvhaght 0 cm Row height is: | Ak leask

Click on the Specify height check box. Use the Up or Down controls to set the
exact row height and then in the 'Row height is' section, select 'Exactly’.

Size
Specify height: |0 cm % | Row height js: |
NOTE: You can use the Previous Row and Next Row but each row
in the table to a different height as required. en you have ed click on

the OK button to close the dialog box.

[‘ii‘ Previous Row ] [5 ek Row ]

You can set exact column widt ame method, but you need to select
the Column tab within the dialo an use the Previous Column and
Next Column buttons to adjust eact idth within the table.

Tahble Properties

| Table || Row

Columnn 2:

Measure in: | Centinmeters F

Percent

_entimeters

Right click e table and from the popup menu displayed select the AutoFit
command. You can select options as required to automatically resize the table.

| AutoFit * | B4 AutoFit to Contents
[ Table Properties... Eed  AutoFit to Window
:— Bullets 4 ﬁ Fixed Column Width
c A — w I
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Modifying cell borders
¢ Click within the table. You will see the Table Tools tab displayed above the
normal tabs.

Cin g"? k3 )= Documentl - Microsoft Word Table Tools

H

| Home | Insert Fage Layout References Mailings Review View Design Layout

¢ Click on the Table Tools tab and you will see the following teols displayed.

@ 98 = Documentl - Microsoft Word Table Tools =
a2 - |
k
Home Insert Page Layout References Mailings Review View Design
¥| Header Row ¥ First Column | Ff  —91 — — ————— ————— = 7)1 —
EeEEE ] s | == | === | ===
| Total Row | Last Column \===-4| ===== - - --- —-——-—=--=  ————— - lJ lj
=== === Draw  Eraser
¥| Banded Rows || Banded Columns Table
Table Style Options Table Styles Borders =

border style of

e Select the cell, row(s) or column(s) that
control (You will

and then click on the down arrow to
find this under the Design tab).

=

<
]

Left Border
Right Border
< | Mo Border
All Borders

Dutside Borders

- Inside Borders

Inside Horizontal Border

Inside Vertical Border
Diagonal Down Border
L7 | Diagonal Up Border
Horizontal Line

Draw Table

Wiew Gridlines

Borders and Shading...

You can e required border type from the drop down list.

Adding shading to cells
o Select the cell, row(s) or column(s) that you wish to adjust the border style of
and then click on the down arrow to the right of the Shading control. (You will

find this under the Design tab).
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| £ Shading -—] _— -

Theme Colors ™
|| HENENN®ERN

I

Standard Colors
. N AfEEEERmE
|Q Shﬂl | l:l Mo Color

1 4% More Colors...

You can select the required shading type from the drop

Modifying cell border width, color and style
¢ Open a document called Cell borders.

e Select the top row. To modify the cel
click over the selected cells and frong
Borders and Shading command.

elected cells, right
layed select the

Cut

&
53 | Copy
F="

Paste

Insert

Delete Rows

Borders and Shading dialog box. Within the Width
box, click on the down arrow to display a range of cell
widths th n select. Select a really thick width, so that you can you easily

see the e
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_ width: e
] 3 Cusktom 15 pt 5
==t Apply to:

tipt — Cell v

1 pt

Fopt

— o ] [ con
ilpt — m4m2¥—m

1% pt

24 pt

3pt

4 14 pt

& pt

¢ Click on the OK button and you should see something similar tothe illustration
below.

e To see how to modify the celhborder style, select the first row, right click and
from the popup menu select, the Borders and Shading command. Make sure
that the Borders tab is selected within the dialog box. Within the Style section
of the dialog boX, screll down until you find the type of border style you are
looking for.

Skyle:

E ===

An example is shown below.

e To see how to modify the cell border color, select the first row, right click and
from the popup menu select the Borders and Shading command. Make sure
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that the Borders tab is selected within the dialog box. Select the required color
from the Color section of the dialog box.

] Colar:
et Autornakic i| =]
— \il Automatic ~
EE.” Cuskar |
- ply to:
H EEEEEEN " 7| F

Horizonkal Line, .. I I I I I I I I I I QK

Standard Colors
EET NEEEERE

Moare Colors...

Save your changes and close the document. V

N\
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Graphics

Using graphics within Microsoft Word

e Microsoft Word has a range of graphic formats that can be inserted into a
document, including Pictures, ClipArt, Shapes, SmartArt and Charts.

Insert Page Layout References Mailing

| L El_ﬁl = 2

| il FE] _/l") =

Table Picture | Clip Shapes SmartArt Chart
- Ar-t -

Tables 4 Ilustrations

Inserting Pictures
e Click on the Insert tab and then click on‘the Rictures icong

Insert Page Layout References

pmE | EHE D
Table Picture | Clip Shapes Smartd
- Ar-t -

Tables s tabia s
= v -

This will display the Insert Pictureidialog box.

Insert Picture

@
8
5
L

- M=, - % 1 =
Look. i |uﬂ1 My Ficoures Vl

‘:_'J My Metwork
Places

You should see a folder called 'Sample Pictures’. Double click on this folder to
view the contents and then insert one of these pictures into your document.

Inserting Clip Art
¢ Click on the Insert tab and then click on the Clip Art icon.
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| Insert | Page Layout References Mailin

a EP = ol
Table P"Lcture| Cllp Shapes Smartart Chart
Art - ‘
INlustrations

-

Tables

This will display the Clip Art pane down the right hand side of the screen.

Clip Art v
Search For:

I | e ]
Search in:

|SEIected collections e |

Results should be:

|.ﬁ.|| media File tvpes e |

cribes the type of clip
puter, and then click

Within the 'Search for' section type.
art you are looking for. In this case
on the Go button.
NOTE: You may see the following so click on the Yes button as
you will be able to use

Microsoft Clip Organizer

Do wou wa

> } search?
-

‘You can chan

Yes ,| [ [ [=] ]

he clip art images will be displayed down the right side of
ill need to use the scroll bars to review all the images that
are available
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Clip Art -
Search For:

|computer | L G0 J
Search in:

|.ﬁ.|| collections ~ |

Results should be:

|.ﬁ.|| media file types - |

e To insert a clip art item all you h o is‘torclick on the thumbprint image.
You can insert as man rtim ou like.

Seardd

All collections b

Results should be:

All media file types ~

L

Inserting S

e Create a new document and save the document as a file called My Shapes.
Click on the Insert tab and then click on the Shapes icon.

| Insert | Page Layout References Mailing

| ed &S = al

| |
I‘ Table | Picture Clip [Shapes Smartart Chart
|

Art - |

Tlustrations
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e This will display a drop down from which you can select the shape you wish to
insert into your document.

v D =)= Documentl - Microsoft

Home |Inserﬁ | Page Layout References  Mailings Review  View

|] Cover Page - - @ ‘ ﬂ &H}rperlmk
- 4+

|J BElank Page A2 Bookmark
Ie Picture Clip |Shapes|SmartArt Chart
W= Page Break Art - I'#] Cross-reference
Pages Tables Il Recently Used Shapes

[Ezae R W OO0 AL LU &
KERTAS - ¢

Lines

—

| i NN LLL 2 NG 4
Basic Shapes
MWWWOﬁOABQQ@

OEO0O0NCO®AY il
@ ~OO0oC 14>

o We will insert a right p¢

Right Arrow shape.

Header Fo
Heade

Bl A

T

Block Arrows

R TR i e Y (g (S )
€ @ wrRpo D [REdaley
b e

Flowchart

OO0l <Oy
O OCONX@@ E ¢ Odgel >
Qoo

P01 g LBl B e del cF 2l

document. To do this click on the

Shapes|Smartart C

e Youmayn otice any change, but if you move the mouse pointer down over
the white space within your document, you will notice that the mouse pointer
has changed to the shape of a small cross. Click (and hold the mouse button
down). Move the mouse pointer down diagonally across the page. You will see
a preview outline of the arrow displayed. Release the mouse button and you will
see an arrow shape displayed on your page.
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e Save your changes and close the document.

Inserting SmartArt

e Create a new document and save the document as a
Click on the Insert tab and then click on the SmartArt

| Insert | Page Layout References Mailing
= | b B8 @
= EdE ] e |
| Picture Clip Shapes |Smartart| -
[ Sk i
[l ' Illustrations

alle SmartArt.

|

List

Frocess

Cycle

Basic Block List

Use to show non-sequential or grouped
blocks of information. Maximizes both
horizontal and vertical display space for
shapes.

Hierarchy

Relationship

&1 R R Al

[ oc ][ concel

J

e Slowly scroll down the list to view the amazing variety of SmartArt graphic
shapes that are available.

e Scroll back up the list and select the Pyramid List graphic.
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[ . BBB e
E= List .
Process
T e C

Fierareny
Pre P'yramld List

Tl g

Click on the OK button

Type your text here b 4

» [Text]
» [Text]

Pyramid List...

You will see an area to the left called pe your text here'. Click on the first
text section and type t d '‘one". | similar fashion type in the word "two’
and 'three' into the other te t'section.

Click on the Close icon as i rated below.
\ ¢

Type your text here '

v
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Your page will now look like this.

i

ly into the
he document.

Double click below the graphic and you will be
document. Type in your name. Save yo

Selecting, resizing and deleting

Selecting a graphic:
Open a document called Graphi j is document contains a number of
different types of graphic objects. T icKi nce on a graphic. Then click on

another graphic. Asy

Resizing a graphic:
Click on a graphi resize the graphic and keep the height and

width ratios the ouse pointer to any corner, and while keeping
the mouse butto : g,diagonally across the screen. When you release

Click on a gra o select it. Press the Del key.

Save your changes and close the document.

Copying or moving graphics

You can copy or move a graphic using the Clipboard or using normal drag and
drop techniques.

Open a document called Copying and moving graphics.
Save the file as My Copying and moving graphics.
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Copying a graphic using the Clipboard:

Select the second graphic in the document. Press the Ctrl+C keys to copy the
graphic to the Clipboard. Click towards the bottom of the document and press
Ctrl+V to paste the graphic to the insertion point.

Moving a graphic using the Clipboard:

Select the first graphic in the document. Press the Ctrl+X keys to move the
graphic to the Clipboard. Click towards the bottom of the document and press
Ctrl+V to paste the graphic to the insertion point.

Use the Undo icon to reverse the move and copy operations you have just
performed.

Moving a graphic using drag and drop:

Select the first graphic in the document. Depress the left mouse bdtton and
while keeping the button pressed, move the mouse pointer to the bottom of
your document. When you release the mouse button the graphic will have
moved to the location that you dragged_it to.

Copying a graphic using drag and drop:

Select the first graphic in the documenty, Dépress the Ctrl key and while
keeping it depressed, depress the left mouse button and while keeping the
button pressed, move the mouse pointer to the bottom of your document.
Release the mouse button and the Ctrl'key and the graphic will have been
copied to the location thatwyou draggedit'to.

Save your changes and closeithe document.
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Multiple Documents

Using multiple documents within Microsoft Word

e Microsoft Word is an application that runs on an Operating System called
Microsoft Windows. Windows is a multitasking operating system which means
that you can run more than one program at a time. It is important that you
know how to move or copy text and graphics from one document to another, or
between Microsoft Word and a different program such as Microsoft Excel (a
spreadsheet program).

Switching between open documents

e When you use Microsoft Word 2007 you can work on more than oné document
at a time. You can use the Clipboard to copy‘selected text or a graphic from one
document to another.

e Open a document called Multiple 1.

¢ Open a second document called Multiple 2.

e Open a third document called Multiple, 3.

e Press the Alt key and hold it down. Pressdhe Tab key a few times. You will
notice a popup window that letsi\younmove from document to document, each
time you press the Tab key. Release the Alt key and you will switch to the
document selected in the,popup window., Practice this technique a few times if
you have not used it béefore.

e You can also usegthe Switch Windows icon to switch from one document to
another. To use this feature, click,on the View tab and click on the Switch
Windows tool (lacated within the Window group under the View tab). You
will see a drop down list allowing you to switch to another open document

windows
S o Y S RT R
Y / ® ]
75 Mew Win Jou J_ﬂ\ﬁew Side by Side _. 7 f— i
= Arrange All |' " Synchre Scrolling == == SWltCh
Switch Macros
=1 split 14 Reset Window Position | windows ~ - kﬂ.findnws -

Window Macros

Tiling or cascading documents on your screen

e You can arrange multiple documents on the screen. To do this right click over
an empty part of the Taskbar (at the bottom of your screen). You will see a
popup menu displayed.
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NOTE: If you see a different popup menu displayed this is because you may
have accidentally right-clicked over an icon within the Taskbar, in which case try
again, making sure you click on an empty part of the Taskbar.

Toolbars

Adjusk Dake/Time
Cusktamize Motifications. ..

Cascade Windows

Tile Windows Hor o
Tile wWindowes vertically
Shiow the Deskkop
Undo Tile

Task Manager

W Lock the Taskbar
Properties

1 g

o Experiment with selecting the commands S , 'Tile Windows

e Before continuing, use the M ize i op-right of each document window),
to maximize each document wi

Open a docum e 1. Open a second document called
Compare 2.

e Switch to display alled Compare 1.

e Clicko iew nd click on the View Side by Side command (located
ction under the View tab).

| Wi Layout
Q E8 New Window 1) View Side by Side | %
E Arrange All _.1: Synchronous Scrolling
oom  100% _ Switch
=] Page Width Split #14 Reset Window Position | wWindows ~
Zoom Window

This will display the two documents side by side. As you scroll down one
document, the other document also scrolls down the screen. Try scrolling
through each document to practice using this feature.

e Close both documents before continuing.
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Copying or moving selected items between documents

Copying a graphic between documents using the Clipboard:

Switch to the document called Multiple 1. Select the first graphic in the
document. Press the Ctrl+C keys to copy the graphic to the Clipboard. Switch
to the document called Multiple 2. Click towards the bottom of the document
and press Ctrl+V to paste the graphic to the insertion point. The graphic will be
copied to this document.

Moving a graphic between documents using the Clipboard:

Switch to the document called Multiple 1. Select the first graphic in the
document. Press the Ctrl+X keys to move the graphic te the Clipboard. Switch
to the document called Multiple 2. Click towards the bottom oféthe document
and press Ctrl+V to paste the graphic to the insertion point.he graphic will be
moved to this document.

Copying selected text between documents using the Clipboard:

Switch to the document called Multiple 1..Select the first paragraph in the
document. Press the Ctrl+C keys to copy the paragraph to the Clipboard.
Switch to the document called Multiple 2. Click towardsthe bottom of the
document and press Ctrl+V to paste the paragraph to the insertion point. The
paragraph will be copied to this document.

Moving selected text between documents,using the Clipboard:

Switch to the document galled Multiple 4. Select the first paragraph in the
document. Press the Ctrl+Xkeys to move the paragraph to the Clipboard.
Switch to the document called"Multiple 2. Click towards the bottom of the
document and press Ctrl+V to paste the paragraph to the insertion point. The
paragraph will be moeved to this.document.

Save and close alllopen’ documents.
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Proofing and Printing

The importance of proofing

e When you have finished writing a letter always read it through before printing.
Change any errors you find. Run the spell checker to find any spelling or
grammatical errors. The keyboard shortcut to run the spell checking program is
F7.

e Preview the document within the Print Preview view. Does the text look
balanced on the page? Does everything else look correct?

¢ Print out the document and read through it one more time. Often when you

read a printed document you see errors that you somehow missed when reading
the document on the screen.

Spell checking a document
e Open a document called Printing.

e Press F7 to start the spell checking program. /Allow any‘changes that you think
are necessary and then close the spellichecking program.

Adding words to the built-in customidictionary

e The spell checker worksdby, comparing words contained within your document
with a list of words contained within a dictionary. Sometimes Microsoft Word
will highlight a word it does not recegnize but this word may be a specialist word
or a trademark werd used within your particular business or organization. You
can easily add words toythe dictionary. Type in the word cctglobal. Run the
spell checker program (by pressing F7). You will see the Spelling and
Grammar dialog hox_ displayed.
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Spelling and Grammar: English [LI.K.)

Mok in Dickionary ;.

cctglohall ~ [ Ianaore Once ]
B [ Ignore All ]
v [ Add to Dictionary ]

Suggestions:

(Mo Spelling Suggeskions) Zhange

Change 4
Dicktionary language: |Eng|ish (LK b |
Check grammar
Cpkions. .. Indo
Click on the Add to Dictionary button ou use the spell

checker, it will recognize this word.

Save and close the document. Crea
cctglobal. Run the spell checkergand Yy

added a word to the spelling dictionary,
remove a word from the dictionary.

en click on the Word Options. The Word
Options dialog b elect the Proofing button (displayed down
the left side of th

ange how Word corrects and formats text as you type: AutoCorrect Options...

When correcting spelling in Office programs

Save
Advanced
Customize
Ignore words in UPPERCASE

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

Resources I:l Enforce accented uppercase in French

Trust Center

I:l Suggest from main dictionary only

Custom Dictionaries...

French modes: |Traditiona| and new spellings
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¢ Click on the Custom Dictionaries button. This will display the Custom
Dictionaries dialog box.

Custom Dictionaries

Dictionary List Edit Word List...
All Languages: .
CLISTOM.DIC (Default) I

File path: |C:‘|.Dnc|..|mer1ts and Settings\David MurrayWapplication Data'MicrosoftiP,

Dictionary language: | All Languages: -

e Click on the Edit Word List button, selec ou wi o delete (in this
case cctglobal), and then click on the E tto li n the OK button to
close the dialog box.

CUSTOM.DIC

Cctglobal

Add [ Delete ] [ Delete all ]

Printing options
e You can choose from a variety of printing option. Click on the Office Button
and select the Print button.
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Dpen

Save

Save As [

Print L3

E N )

This displays the Print dialog box.

Printer
Mame: | f  WDELLYHP Laserlet 4350 F v || eroperties |
Stakus: Idle Find Printer. ..
Type: HF Laserlet 4350 PCL &
where:  DOT4_001 [ Print ta File
Correnk:
Page range
= Al mber of copies: I:l
{:} Currenk page i
Callake
FPages per sheet: | 1 page b |
ranar cizs: | e Sealina E |
paper sigel Mo Soaling i
[ Ok J [ Cancel ]

Use the Print dialog box to select required options such as:

Printer Name:

You may have more than one printer available that you can print to. Click on
the down arrow to the right of the Printer Name section to see what printers
are available. In the example shown you can print to a fax, which means that
rather than printing to a printer, you would be prompted for a fax number and
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the document would be sent as a fax to this number.

Printer
Kame: £ WDELL\HP Laserlet 4350 PCL & (Copy 1) [+ | Froperties
T s ﬁ WOELLYHF Lassrlet 4350 PCL 6 (Copy 1) Find Printsr. ..
WRE
Where: = [ Print to file
Zommenk: f‘__‘:_ﬁ Adobe POF |>
Page range T
G al EE' é Auko hp deskjst 990 series on CCT-SERVER-2P
{:} Currenk — "
O Pages: | e Fax i__' 2
Twpe pa Y
ranges § & g Microsoft OFfice Document Image Wriker ‘
From the
mmmbime Ero mmrmemede Fiime 1 0 © 172 A N
Page Range:

You can print the entire document, the' current page onadange of pages.

Number of Copies:
You can print multiple copies and ehoose to collate these.

Zoom:
The zoom option allows you topprint multiple document pages on a single sheet
of printed paper. This facility, may wvary from one printer to another.

Printing only odd or\even pages

Some printers are capable of printing on both sides of the paper. These are
oftencalled”duplex‘printers’. If you need to print on both sides of the paper but
your printer onlysprints on one side of the paper, you can try printing all the odd
pages of your document, and after turning the printed document upside-down
within“your printer then print just the even pages.

NOTE: Laser printers are often very hot inside and may curl your paper so this
may not always work and can cause paper jams.

To print just the odd or even pages of a document, click on the Office button.
A menu is displayed. Click on the arrow next to the Print command. Within the
submenu displayed, click on the Print option.
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@O0 -+ word_2007_manual_ei

Preview and print the document

L Print
| L@J Select a printer, number of copies, and

e |
a7 Open other printing options before printing.
g
[ [ENY

& Quick Print
Convert T Send the document directly to the default
- orinter without making changes.

Print Preview
save Preview and make changes to pages before

printing,

Ll Print 3
12

e This will display a dialog box. You shoul t secti ithin your dialog
box. Clicking on the down arrow ne pti t u choose to print
only odd pages or only even pages.

Print what: |Dncument

Print: All pages in range

Al pages in range

Even pages

Optians...

Printing part of a

g document but only wish to print part of the

, select the part of the document that you wish to print.
ox. Within the Print Range section of the dialog box
utton. Now only the selected portion of the document

Fage range
Ol
O Current page @5
O Pages: |
Type page numbers andfor page
ranges separated by commas counting
from the start of the document or the

section, For example, type 1, 3, 5-12
or plsl, plsz, pls3—pds3
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Printing more than one page of a document per printed sheet

e To save paper you can print more than one document page per printed sheet.
To do this, open the Print dialog box. Within the Zoom section click to the
right of the ‘Pages per sheet’ option and select the number of pages to be
printed on each printed page.

Zo0rm

Pages per sheet; 1 page F
1 page

2 Eaies

6 pages ]

Scale ko paper size:

g pages
16 pages

Previewing and printing a document

¢ Itis vital that you get into the habit of preview
it. This can save a lot of wasted paper!
Office Button and select the Print b

document before you print
t click on the
t Preview button.

Document2 - Microsoft Word

Ilwiew WView

=22 =524 T | aasbeene

||Q* _'l T Mormal

ragraph =

to the default

Save
nges.

Save As  # nges to pages before

&
Ll
G over
=
=
=t

|

|23 Word Options | |X Exit Word |

e The document will now be displayed in Print Preview mode and you will see
different icons displayed across the top of the screen.
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Document2 (Preview) - Microsoft Word

| Print@wiew
] e L P 2t ) one Page V| Show Ruler 7=
TR i Q [l Qomrae | & oovtie e |
ra—y = IB =8 (5 Tywg Pages ] ‘Magraticr -

Print Options Margins Orientation Size Zoom 100% -
- - - Page Width Shrink One Page

Print Page Setup ] Zoom Preview

[ Previous Page | Close Print
Preview

e You can use these icons to make any last minute changes that are required,
such as modifying the layout of your document

4
S
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