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Word 2007 Introduction

INTRODUCTION

Word 2007 is a powerful word processing application that allows users to produce
typed documents. These can range from simple letters through to fax cover
sheets, reference manuals and sophisticated reports incorporating numbered
headings, figures and graphics.

How To Use This Guide

This manual should be used as a point of reference following attendance of the
introductory level Word 2007 training course. It covers all the topics taught and
aims to act as a support aid for any tasks carried out by the user after the course.

The manual is divided into sections, each section covering an aspect of the
introductory course. The table of contents lists the page numbers of each section
and the table of figures indicates the pages containing tables and diagrams.

Instructions

Those who have already used a spreadsheet before may not need to read
explanations on what each command does, but would rather skip straight to the
instructions to find out how to do it. Look out for the arrow icon which precedes a
list of instructions.

Appendices

The Appendices list the Ribbons mentioned within the manual with a breakdown of
their functions and tables of shortcut keys.

Keyboard

Keys are referred to throughout the manual in the following way:

ENTER — Denotes the return or enter key, DELETE — denotes the Delete key and
so on. Where a command requires two keys to be pressed, the manual displays
this as follows:

CTRL P — this means press the letter “p” while holding down the Control key.

Commands

When a command is referred to in the manual, the following distinctions have been
made:

When Ribbon commands are referred to, the manual will refer you to the Ribbon —
E.g. “Choose HOME from the Ribbons and then B for bold”.

When dialog box options are referred to, the following style has been used for the
text — “In the PAGE RANGE section of the PRINT dialog, click the CURRENT
PAGE option”

Dialog box buttons are shaded and boxed — “Click OK to close the PRINT dialog
and launch the print.”

Within each section, any items that need further explanation or extra attention
devoted to them are denoted by shading. For example:

“Word will not let you close a file that you have not already saved changes to
without prompting you to save.”

© The Mouse Training Company







Word 2007 Introduction

(b

SECTION 1 THE BASICS

By the end of this section vou will be able to:

13

Understand and use common Windows elements
Launch Word

0¥

Recognise Word screen elements
Work with Ribbons

1

L

Use Menus
Get Help

L3

© The Mouse Training Company
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WINDOWS CONCEPTS

Word is an application that runs under the Windows graphical user interface. When
launched, Word sits in its own “window” — the box that surrounds the application
elements. The window can be moved, sized, closed, minimised and maximised
using the features common to the Windows environment — these are listed below:

WINDOW BORDER The box that surrounds the Word screen when it is not
maximised is called the window border. When the mouse is over the border, the
pointer changes from a single to a double-headed arrow — clicking and dragging
with this shape allows the window to be resized.

TITLE BAR The coloured bar that appears at the top of the Word window. The title
bar tells you which application you are using and if the workbook you are in is
maximised, it will also contain the name of the workbook. If the Word window is
not maximised, by positioning the mouse over the title bar and clicking and
dragging, you can move the Word window to a new location on the screen.

= MAXIMISE BUTTON When working in a workbook, the Word screen contains two
windows, an application window and a workbook window. You can maximise both
windows to capitalise on the space you have on-screen. If you would like the
window that your Word application is in to fill up the whole screen, click the
outermost maximise button. You may find that the workbook you are in can still
be bigger — click the inner maximise button to fill the remaining space within the
Word application window.

MINIMISE BUTTON This button is very useful if you need to temporarily switch
from Word into another application without closing Word down completely. Click
the minimise button to shrink Word to an icon on the task bar; you will then be
able to view other icons and applications you may wish to access. When you are
finished and ready to continue, click the Word icon from the task bar to resume.
The innermost minimise button will minimise the current workbook window.

= RESTORE BUTTON This button only appears when a window is maximised. A
maximised window has no border and you cannot see what is behind it. If you
want to put the window back inside its border so that you can move and size it,
click the restore button.

% CLOSE BUTTON This button is used to close a window. If you click the close
button for a workbook window you close the document. The last button will close
the Word application.

M DIALOG BOX LAUNCHER this button launches dialog boxes specific to the part of
the ribbon you see them the category will be named such as FONT, CLIPBOARD,
etc

The OFFICE BUTTON is the start of Word and has many important commands and
<4 option. Such as Word settings, opening, saving, printing and closing files. This will
be looked into much further later in the manual.

© The Mouse Training Company
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Menus

Menu’s are no longer used in Word they have been replaced by Ribbons and will be
referred to as such throughout the manual

Ribbons

Ribbons are tabs that show different commands with respect to what you wish to
do the HOME ribbon shows basic commands of formatting.

Do) = Bo-@& = STRESS.doc - Microsoft Word s
ad >
—/l Home Insert Page Layout References Mailings Review View w
T Yi 1
o = % s At o= |
‘_J | it foman 12~ A AT = AaBbCcDdEe | AsBLCcDdEe AaBbCcDd % # !
e = >
Paste B I ~abe X, X* Aav| ~ A — I N 1 1 1Mo Spaci Heading 1 Change |Editing
|| A orma o Spacing eading =
5 + 3 | ﬂ 2 — |\2.‘r' E-d'”zluﬂ Styles ™ f
Clipboard & Font (E] Paragraph F] Styles i
‘.-3‘.‘:‘|-1‘|-§‘ S T i T S S T AT SR TR I U ey CAE 1 18 17 E,]

The INSERT ribbon allows the insertion of any object. Just click on the named
ribbon to see list of commands that you can perform by clicking on the appropriate

icon.
= X

STRESS.doc - Microsoft Word

oo DB 9 &)=
= Home Insert Page Layout References Mailings Review View @
E] Cover Page ~ E u ElE u_'p Shapes = | &, Hyperlink _J Header = E _,'] Quick Parts ~ L}}Signature Line ~ | TT Equation ~
j Blank Page " — DD %Smamn ,@-BOkaa{k 3 Footer ™ u‘ WordArt ™ _S?)Date & Time Sz Symbol ~
'}TI;] Page Break Tai]le Rl g:f [ﬁ, Chart |l’|_ Cross-reference ﬂ Page Number ¥ Boe;c 2 g Drop Cap ™ 'ﬁ Object ¥
Pages Tables Tllustrations Links Header & Footer Text Symbols

By holding your mouse over an icon, a helpful hint will appear to show you what
that command will do. Clicking will apply that command

Any lIcon on the ribbon with a down arrow offers other options and sometimes a

dialog box.

Insert Page Layout References Mailings Review View

E Elgl .d) Shapes ~ | 8 Hyperlink j Header ~ ‘j Quick Parts ~
i .
- e l—_}] SmartArt | 48 Bookmark g Footer ¥ 4 WordArt ~
Text AS
==DropCap ~

Table Picture Cli - . —
- Ar‘f @Char‘t *#] Cross-reference ﬂ Page Number ~ T

Tables Hlustrations Links Header & Footer Text

g ‘s mne| Insert SmartArt Graphic Lo ER.

Insert a SmartArt graphic to visually

0 communicate information.
2 -

' ' SmartArt graphics range from
- o graphical lists and process
diagrams to more complex

o . o graphics, such as Venn diagrams
and organization charts.

@) Press F1 for more help.
BTRESS.Z .-
[

13
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E.G. Choosing QUICK PARTS in the TEXT group allows you to insert a field within
your document or a document property adding information to your document that
can be updated as the information is changed at source.

Oa) H E o - @ = STRESS.doc - Microsoft Word - ]
=3

—j Home Insert Page Layout References Mailings Review View

g Cover Page ™ Elgl _|_'P Shapes = &, Hyperlink __I Header ™ - |j Quick Parts ~ @Signature Line * | JT Equation
< DD ;

-\

_j Blank Page -’-_zj SmartArt | 4% Bookmark ] F Abstract ﬁ. Document Property » pbol
= Table | Picture Clip e o —

= Page Break - Art [ﬁ_ﬁ,Chan |'f1] Cross-reference ﬂ P Author B | Field..

Pages Tables Hlustrations Links Heq Category D Building Blocks Organizer bols
'-.‘3-|‘z-|‘1-|‘§‘ I S IR S S S R SRR i X . Y]
L . . . ! Comments iy | Get More on Office Online...

| Company ,‘]

- Company Address

Company E-mail
Company Fax

Company Phone

- Keywords
: M
STRESS- AND-RELAXATIONY s
- T Publish Date
? Stress-is-a-demand-or-pressure-placed-on-g Status ake-them-feel-
: tense, unhappy- or-uncomfortable. - This-dg Subject s-often-called-the-
a stress.- Writing-exams, -being-ticked-off- by g-deadlines-or-

. : HoL Title
. movine-honse-are-all-examnles-of sitati e rmmmv—eanme - find- stress fill

Dialog Box

To open a dialog box use DIALOG BOX LAUNCHER when the dialog box is
open, make a choice from the various options and click OK at the bottom of the
dialog box. If you wish to change your mind and close the dialog box without
making a choice then click on CANCEL. The dialog box will close without any
choice being applied. If you would like help while the dialog box is open then click
on the “? “ in the top right hand corner this will bring up a help window that will
display the relevant topics.

Font J a‘
Font Character Spacing
Font: Font style: Size:
Verdana Regular 10
Tw Cen MT Condensed [~]W[Requizr | 8 (=]
Tw Cen MT Condensed Extra Bold IBt;!;c k! =
Eraana Bold Italic 11
Viner Hand ITC 12 Q
"
Vivaldi =
Font color: Underline style:
Automatic D {none) D
Effects
[ strikethrough [ shadow [ small caps
] Double strikethrough ] Qutline [ all caps
[ Superscript [ Emboss [ Hidden
[ Subscript [ Engrave
Preview
options
This is a TrueType font. This font will be used on both printer and screen.
Default... QK ] [ Cancel

© The Mouse Training Company
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Look at a group type on the ribbon such as FONT and in the bottom right hand
corner of that group you may see a small box with an arrow, clicking this is
another method to call up a dialog box, this time, directly from the ribbon. Many
dialog boxes may be more familiar if you have used Word before.

) i - |
Times New Roman |2 - A |Ej|
B I U-abex, x* Aa~| & - A~

Font I

i I

Toolbars

- There are only two toolbars within the new version of Office 2007 there is the
4 QUICK ACCESS TOOLBAR seen here next to the OFFICE BUTTON, and there is
the MINI TOOLBAR

/ Customising
Office Ld < = menu for
\f':ﬂ Jf‘

ooiee . \ . toolbar
_J'/.-' QUICk
e Home Insert P Access
: Toolbar
et | .{

Quick Access Toolbar

By default there are only three buttons on the QUICK ACCESS TOOLBAR but
these can be edited and other regularly used buttons can be placed there. Using
the drop down menu next to the QUICK ACCESS TOOLBAR will allow the
customisation of this toolbar adding your most often used commands.

Mini Toolbar

Whenever text is selected within Word a small formatting toolbar will appear above
the highlighted text it will disappear if the mouse cursor is moved away from the
toolbar and will reappear when the mouse cursor is moved over the highlighted

text again.
Times New F ~ 12 ~ A“ A &v s § Mini
— - A e Toolbar
B I =+ -4 -&Ei&E=E:=-

STRESS-AND-RELAXATION
T

© The Mouse Training Company
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Status Bar

The Status bar, across the bottom of the screen, displays different information at
different times. To the left is an indicator, which will display which page you are
currently on, which column you are in number of words in document. If you right
click on the empty area of the status bar a menu should appear showing the
various items of information that can be given on the space bar merely click on the

info that you wish displayed and it will appear on the status bar.

Customize Status Bar

Formatted Page Number

Section 1
| \/ | Page Number lof2

Vertical Page Position 3.8cm
STRESS-AND-RELAXATIONY Line Number 1
T . Column 1
Stress-is-a-demand-or-pressure-pla¢  ~
tense, unhappy- or-uncomfortable.- V| Word Count Al
Snes§.--Wntmg-exams,-bemg-tlcke| \/ | Spelling and Grammar Check Errors
moving-house-are-all-examples-of- |7| [— TR
What-is-the-Stress-Response-?9 | Vv | signatures O
T |\/ | Information Management Policy Off
It-is-a-state-of-arousal-consisting-o |7| DU ot
feeling-of'being-stressed-and-the-el
T Track Changes Off
The-body's-aim-is-to-come-back-to Caps Lock off
This-return-to-stability-is-importan Quertype Insert

T Selection Mode
‘When-Does-Stress-Become-A-Prok
1— Macro Recording Not Recording
1. - Whenyourstresses-are-so-| v | View Shortcuts
are-unable-to-handle-them-‘|7| Zoom 140%
T |\/| Zoom Slider
Page: 1 of 2 | Words: 1/461 | @l English (UK) | — | L ™=

e —

To the right of the status bar are firstly, the different views that can be used within
Word, and on the far right, the zoom control

Outline

Reading View

Layout

\
Print Layout 4’“ Bl eI E

View f

Web Layout
View

(Draft)
Normal

© The Mouse Training Company
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Task Pane

A task pane is a window that collects commonly used actions in & clip Art v x
one place. The task pane enables you to quickly create or modify Search for:
a file, perform a search, or view the clipboard.

Searchin:

All collections

It is a Web-style area that you can either, dock along the right or oot hold b
left edge of the window or float anywhere on the screen. It Al media fle types
displays information, commands and controls for choosing
options. Like links on a Web page, the commands on a task pane
are highlighted in blue text, they are underlined when you move
the mouse pointer over them, and you run them with a single
click.

A task pane is displayed automatically when you perform certain tasks, for
example when you choose CLIPART from the INSERT, Ribbon, to insert a picture

Smart Tags

Smart Tags, first introduced in Microsoft Office XP, make it easier for you to
complete some of the most common tasks and

provide you with more control over automatic -
features. Word can recognise a wide range of 'eggh]l
different data types entered into a document, LFk .
such as dates, addresses and stock ticker

symbols. It converts each recognised piece of E M
data into a smart tag, and you can then use a
menu attached to the smart tag to perform
useful actions on that data. Before you start _ : Paste Dptig-ﬂ
using smart tags, you need to check if smart I|re‘tl]_ :

tags are enabled and specific smart tag

recognisers are also activated.

You do not have to complete any additional steps to make the Smart Tags appear
or disappear in Word. E.G. The PASTE OPTIONS smart tag appears automatically
after pasting to allow you to quickly choose actions and remain in place until you
begin another action. When you complete a paste operation, the PASTE OPTIONS
button remains in place alongside your text until you begin typing new text.

This feature alerts you via a smart Tag of the paste options when pasting text into
your document Click on the drop down arrow to access the options

If you type any character the smart tag will no longer be available and will
disappear

Scrollbars
The Scrollbars are located along the right and bottom of the document window.

They enable you to move to another part of the document by dragging the box or
clicking the arrows in the scroll bar.

© The Mouse Training Company
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Horizontal And Vertical Ruler

Horizontal and vertical rulers are displayed on the left and across the top of the
document window.

You can use the horizontal ruler to view and set paragraph indents, tab stops, page
margins and column widths.

In PRINT PREVIEW and PRINT LAYOUT VIEW, Word also displays a vertical
ruler you can use to adjust top and bottom page margins and row height in tables.

» To show or hide the horizontal ruler: —

15 x|
M /
ouse - L

i. Go to the top of the right hand scroll bar and click on the show/hide
ruler button to toggle viewing/hiding the ruler -1

Browse Object

You can scroll through a document more quickly by

1 : a
selecting BROWSE OBJECT ® on the vertical scroll bar. It 0 ||| 3 ol ] o2
enables you to go to a page, bookmark, footnote, table, |E||[&|*=| .7 | d4| —
comment, graphic, or other location by selecting the item cancel

you want.

You can click NEXT ¥ or PREVIOUS # to go to the next or previous item of the
same type.

© The Mouse Training Company
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Microsoft Word Help

Word offers several quick ways to get help when performing particular tasks.

You

can select from a list of topics provided by Help, or you can even type a help
request in plain English, and Word will supply the answer using the Answer Wizard.

> To access h¥o:

Click the help button below the title bar on the far right OR press F1. The Help

window will open:

This is very similar to a web page

You may enter search criteria and press ENTER (like a search when on the

internet)

The window will display
the topics that match your
search. Click on a topic in
order for it to Dbe
displayed

To Find a specific
topic

The contents page allows
you to select from a list of

topic  headings. Like
search results on the
internet these are

HYPERLINKS to help
files.

You may need to be online
to access some of the
help links. The search will
be more extensive if you
are online as it will search
online help files from
Microsoft.

© The Mouse Training Company

@ Word Help
PR @ M e

0

+ P Search -

Browse Word Help

What's new

Getting help

Converting documents

Margins and page setup

Page numbers

Writing

Tracking changes and comments
Tables

Tables of contents and other references
Saving and printing

File managemeant

Accessibility

Working in a different language
Add-ins

Activating Word

Creating specific documents
Viewing and navigating

Headers and footers

Page breaks and section breaks
Formatting

Lists

Working with graphics and charts
Mal merge

Collaboration

Customizing

Security and privacy

Automation and programmability

Macros

|E3

i

Get the latest content while working in the 2007 release

Connect to Office Online to receive updates, new articles, tips, templates,
and more from within the 2007 Microsoft Office system Help Viewer.

Word Help

19
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SECTION 2 ENTERING & EDITING
INFORMATION

By the end of this section vou will be able to:

# Enter information on the Word screen
% Edit information
# Start new documents and save files

# Close and Open files

© The Mouse Training Company
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ENTERING AND EDITING INFORMATION

When Word 2007 is launched at the beginning of a work session, it provides a
blank document ready for you to start typing. Word assigns the name
“Documentl” and this appears on the title bar at the top of the screen until you
save the document and allocate a filename. Each time a new document is created,
Word will assign this temporary name with the number of the document going up
in sequence (e.g. the second document created in any one session would be
“Document2” and so on).

The cursor appears as a flashing vertical bar. To enter text, simply begin to type. If
your cursor is at the top of the page and you wish to type text some way down the
page, double click with the mouse to anchor your cursor in the desired location.
This feature is known as Click and Type.

Word Wrap

When you are typing in a document, Word has a feature called word wrap. This is
what makes the cursor automatically jump onto a new line when the text that you
are typing has filled up all the space on the previous line. Therefore the only time
that you need to tell Word to begin a new line is if you want to start a new
paragraph.

Hidden Characters

Typing normal text into a word document may seem just like using a type writer
and it is as far as just typing basic text, but many characters that you may be
instructed to type will enter other, unseen characters to your document that can
have dramatic effects later on when formatting or practising more advanced uses
of word. These hidden characters can be displayed so that you may see exactly
what you are entering into your document.

REMARES:D [1= Urgents ]9 For pour view  []% Reply ASAFS
l
Per-our-telephone-conversation-of-May-19 Graphic- Design-Institu te-
iz pleased to guote you as follows:q

l
& +0ne-exterior signusing chrotme- alumitnim +

for the background. Installed. —+ Cost—$3360 007
E. +Neonbordertubes, approx.--857 - interior

Installed. —+ Cost—32459 00

C. +Dneinteriorneon sign-titled “Thann’s +

Holdings™as perapproved plans Installed.  —+  Cost—$650.007
D +Neonbordertubes,approx.- 1 57, for- display «

wall Installed. - Cost—$325 009

> To show/hide hidden chara ¥ rs

Mouse

i. Go to the HOME ribbon, PARAGRAPH group and click on the SHOW/HIDE
CHARACTERS button.

© The Mouse Training Company
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Inserting New Lines And New Paragraphs

When typing, you can end the Paragraph you are in and begin a new paragraph
by pressing the ENTER or RETURN key on the keyboard. (Commonly called a
Hard return)

The RETURN or ENTER key can be also used to insert a new blank line but to do
that requires holding down the SHIFT key while pressing ENTER or RETURN.
(Commonly called a Soft return)

> To create new paragraphs

Keyboard
i View Hidden characters

ii. Position the cursor where you want to break the paragraph and press the ENTER

1-|- key (Hard return)— the text to the right of the cursor will jump down to the next
line. You will see a paragraph mark appear indicating you have created a new
paragraph

iii.  You may want to insert another paragraph between the two paragraphs — with
the cursor positioned at the beginning of the second paragraph press the ENTER
key again. Another paragraph mark will appear.

> To create new lines

Keyboard
i View Hidden characters

ii. Position the cursor where you want to break the paragraph and force a new line
Hold down the SHIFT key and press the ENTER key (soft return)— the text to
+  the right of the cursor will jump down to the next line as before but the character
that appears will be an END OF LINE Mark (EOL mark) you are now still in the

same paragraph but on a new line. Repeat to insert more new lines

Inserting New Pages

Word knows how many lines will fit onto a page and so as you near the limit; it will
insert an automatic page break. This may appear as a dotted line across the
screen or you may see it appear as a new sheet of paper — the view that you are
using will determine how the break looks (see Section 9 — Viewing and Printing for
more details on Views). Sometimes, the positions of the page breaks that Word
inserts are not convenient or make the document look imbalanced. You can put
the page break in a different place by inserting it manually as described below:

» To insert a page break:
Menu

i. Position the cursor at the beginning of the line below where you want the page
break.

ii. Choose INSERT PAGE BREAK from the PAGES group on the INSERT ribbon
Or

Keyboard

© The Mouse Training Company
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Position the cursor at the end of the line above where you want the page to
break. Press CTRL ENTER.

To Remove A Manual Page Break

If you need to remove a manual page break, it is best to switch to draft view (see
Section 9 — Viewing and Printing for more details on how to access this view). You
will see the page break represented as a dense dotted line with the word Page
Break on it. Or use the show/ characters as mentioned to see manual page breaks.

» To remove a manual page break

Keyboard

Position the cursor on the page break line and tap the DELETE key on the
keyboard — the page break will disappear.

EDITING TEXT

Word provides two editing modes: Insert and Overtype. You can also delete the
text you have already typed, undo or redo the changes.

Insert & Overtype Mode

The INSERT option needs to be selected from the STATUS BAR right click menu
before this will be seen or is able to be used from the STATUS BAR.

In INSERT mode (the most common mode), any existing characters beyond the
insertion point are moved ahead in the document as you type. In OVERTYPE
mode, the new characters you type replace the existing characters to the right of
the insertion cursor.

The STATUS BAR tells you which mode you are in by displaying overtype when
OVERTYPE mode is active. Clicking on overtype or pressing INSERT on the
keyboard switches between the two modes (i.e. if Overtype mode is on, click
OVERTYPE on the status bar to switch it off).

Typing Replaces Selection

“Previous performances have included.......

Overtype mode allows you to replace one set of characters with another; however,
it can cause problems if you forget to switch it off, or if the number of characters
you are replacing is different to the number of characters you are adding.

By selecting the text you want to replace and then typing in the replacement text,
you have more control over what is deleted.

E.G. in the sentence below, you could change the word “previous” to the word
“former” very easily by:

Double-clicking the word “previous” to select it.

Typing the word “former”

© The Mouse Training Company

Typing replacing selection is a very useful feature. However, it is sometimes
easy to select a large area of text and then hit the ENTER or RETURN keys
by accident. This will replace the whole of your selection with a paragraph
return, effectively deleting the whole of your text. If this happens, clicking
UNDO (covered later in this section) will bring your selected text back.
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Deleting Text

Even the most perfect touch typists occasionally make mistakes! If you need to
remove text or add in extra characters, there are a variety of ways to do it.

There are two main keys that remove text from a document, the DELETE and
BACKSPACE keys. The DELETE key is easy to find as it generally has the word
“Delete” or “Del” written on it. The BACKSPACE key is situated immediately
above the ENTER key and usually has a backwards (€) arrow on it.

The DELETE key removes a character in front of the cursor when you press it; the
BACKSPACE key removes characters behind the cursor. The key you use to
remove characters depends therefore on where your cursor sits. The examples
below illustrate the use of both DELETE and BACKSPACE.

> To use Delete:

Keyboard
“feeleling”

i. with the cursor positioned in front of the extra “e”, use the DELETE key to
remove it.

» To use Backspace:

Keyboard
“feeelling”

i. With the cursor positioned behind the extra “e”, use the BACKSPACE key to
remove it.

Deleting Whole Words

You can boost the power of the DELETE and BACKSPACE keys by holding down
the Control key as you press them. The Control key is the key marked CTRL and
is generally situated in the bottom left and right hand corners of the keyboard).
CTRL DELETE removes a whole word in front of the cursor and CTRL BACKSPACE
deletes a whole word behind the cursor.

» To remove whole words:

Keyboard
“The course beqins at 9 o’clock |sharp”

i.  With the cursor in front of the word “sharp”, use CTRL DELETE to delete it.

“The course beqgins at 9 o’clock sharp|”

ii.  With the cursor behind the word “sharp”, use CTRL BACKSPACE to delete it.

© The Mouse Training Company
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Joining A Paragraph

To get rid of blank lines, you can use the DELETE and BACKSPACE keys as
described earlier in this manual.

» To join a paragraph:
Mouse

i. Place the cursor in front or behind the blank line you want to remove and press
either the DELETE or BACKSPACE key.

The Undo Feature

With a selection made, typing new characters will replace that selection.
Obviously, this could cause problems for, if you accidentally touched a key with the
whole document selected, you would replace all your text with the character that
you pressed! If this happens, or indeed if you do anything in Word and then regret
your action at a later stage, you have the option to undo it. During any one work
session, Word keeps track of at least 250 of the most recent commands you have

issued, and allows you to go back to the version of the document before you
carried them out.

> To undo the most recent action:

Mouse
i. Press the UNDO button on the toolbar. 9 iry j‘ L’) -
Or Typing "is a test”
Keyboard AutoCorrect
ii. Press CTRL Z. Typing

» To undo several actions: AutoCorrect
Mouse Typing "hi

i. Click on the downward arrow that sits just to the right of the ;
Undo button. This will drop down a list of the commands Underline Style
issued during the current work session (the last six actions pggjd
are displayed, but Word provides a scroll bar to get to earlier
actions). Paste

ii. Click the action you wish to undo — you will notice that if you
choose the sixth action in the list, Word undoes all commands
from the sixth upwards.

Cancel

© The Mouse Training Company
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Redo

The Redo button becomes available as soon as you have undone an action.
» To redo an action:
Mouse
i. Click the Redo button to redo the most recently undone command. U
Or
Keyboard
ii. Press CTRL Y.
Repeat step one or two to redo more actions

If you simply want to repeat the last action, use F4, Word’s repeat key.
Autocorrect

Word has the ability to recognise commonly committed typing errors and correct
them automatically. For example “Teh” is corrected to “The” as soon as you press
the space bar to begin the next word or press Enter to begin a new paragraph.

Other automatic corrections include:
% Capitalising the first word of a sentence
% Correcting the accidental use of the CAPS LOCK key
% Capitalising the names of days
%+ Correct two initial capitals

% Capitalising the first letter of table cells

Autocorrect Tag

Word 2007 also lets you modify an AutoCorrect correction using the AutoCorrect
smart tag, which will appear after the AutoCorrection has been made.

» To use an AutoCorrect button: the the
Mouse

i. Move the mouse pointer or insertion point to the text AutoCorrect has modified. A
bar will appear below to the left of the text indicating that an option is available.

The

|Z ~l5s-i5-a-demand-or-nressure-nlaced-on-ne

“}]  Undo Automatic Corrections

ii. Move the pointer over the bar and the
AutoCorrect Options button will appear.

iii. Click the button and choose a command Stop Auto-capitalizing First Letter of Sentences
from the drop-down menu. Stop Automatically Correcting “teh”
¥ Control AutoCorrect Options...

Auto Spell And Grammar Check

Word 2007 will automatically flag spelling and grammatical errors as you type. A
wavy red line under the error indicates spelling mistakes, a wavy green line

© The Mouse Training Company
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indicates grammatical errors. This feature is covered more fully in the section on
Proofing Tools.

© The Mouse Training Company
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FILE OPERATIONS

You can save any information entered in Word so that you may call it back at a
later stage either to add, edit or print the contents. It's a good idea to save work
frequently as this will minimise the risk of work being lost in the event of a power
cut or system fault.

New Files

There are a number of ways to create a new file. These will have the default file
format that is set for Word 2007. (either .doc or .docx) the settings for the file
formats will be discussed later.

» To create a new j 2
Mouse

i. If you have added the NEW button to the QUICK ACCESS TOOLBAR as
previously discussed.Click the NEW button from the QUICK ACCESS TOOLBAR.
A blank document will appear on-screen ready for you to start entering

information.
Or
(Ba' i Click on the OFFICE BUTTON and select NEW a dialog will appear.
e
=+ Blank document
Blank and recent
Micresaft Office Onfine _F | a_‘

ii. Select the type of document you wish to create (Blank document).Click OK. A
blank document will appear on-screen ready for you to start entering
information.

Or

Keyboard

i. CTRL N will create a new file.

© The Mouse Training Company ( 1
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Templates

[ Ca
Lod

All documents you create in Word are based on a specific template. When you
create a new document using the New Blank Documer _]button or CTRL N, you
are creating a document based on the Normal template. This is a blank template
which provides only a few key pieces of information for your file such as margins
being of a certain size, portrait page orientation and default text style, size and
colour.

The Normal template is a very good template to base most documents on.
However, if you want to base a new document on a specific layout there are other
Word templates you can access. These can be used to start you off with a layout
for certain documents such as memos and faxes. You can access templates other
than Normal in the following way: -

» To choose a template:

Mouse

Click on the OFFICE BUTTON and select NEW a dialog will appear.

7[x]

#|  Blank document

Blank and recent

Blank document

Micresaft Office Online

Select the type of document you wish to create on the left and one of the format
types on the right. Click OK. A blank document based on your selection will
appear on-screen ready for you to start entering information.

Double click on the document icon.

The new document will appear ready for you to start typing.

The Templates area contains templates that you may have created in the
past standard letters and such to access other preset templates go to the

Microsoft office online area for common everyday documents like memos,
letters and faxes. these can only be accessed when online

© The Mouse Training Company
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Saving Files

Word gives any new document you create a temporary name — the word
“Document” followed by a number. The number increases by one for each new
document you create in any one work session. The new standard for Word 2007 is
that all files have a file extension added (previously .doc) which is .docx and
previous versions of word will not be able to recognise this so beware of the
filetype (extension) you save it as.

» To save au-ﬂ :
Mouse

i. Click the SAVE button on the QUICK ACCESS TOOLBAR. If you haven’'t saved
the document previously, the SAVE AS dialog box will appear asking you for a
document name and location.

SHVE AL L
Save jn: ] docs BN
|
Trusted
Templates
LY
L9
My Recent
Documents
IL,}
Desktop
My D-Dculrcnrs
9
My Computer
‘_ .1 File name: DocZ.docx
- -
e Save3s IvPe:  wioed Document (*.doo)
e save | cancel

ii.  The first list box marked SAVE IN allows you to determine the drive and folder
that you want to save the document in. The area below the SAVE IN list allows
you to see which files are stored in the area currently displayed.

iii. The FILE NAME box allows you to give the file a name before saving just delete
all in this box and enter just the name you want to call your file.

iv. The SAVE AS TYPE box allows you to determine what type of file you wish to
save the document as:

4+ A current version word document (default)
4 A word 97-2003 version.
4 A text document

4 RTF format (rich text format) which can be read by most word processing
packages that are non Microsoft it is a standard formatted document type.

4+ Web page or Template

v. When all options have been set click SAVE the dialog box will close the document

will be saved snd the filename will appear on the TITLE BAR at the top centre of
the word window.

© The Mouse Training Company

31

——
| —



-

Word 2007 Introduction

Save Options

» To change the location:

Mouse

Click the drop-down list arrow to the right of the SAVE IN list box and choose the
desired drive or folder.

If you choose a drive, you will see a list of folders within that drive inside the
dialog box. If the list is very long, Word provides you with a horizontal scroll
bar to access folders that are not currently visible. Once you can see your
folder, you can double-click to open it.

» To name a file:

Mouse

Click in the FILE NAME box and drag your mouse over the current file name —
this will highlight it. Type the new name.

Word automatically assigns the first few words you typed as the document
name. Document names can be up to 255 characters. File names cannot
include any of the following characters: forward slash (/), backslash (\),
greater than sign (=), less than sign (<), asterisk (*), period (.), question
mark (?), quotation mark (), pipe symbol (]), colon (:), or semicolon (;).
You don’t need to type the document extension (“.docx™) as Word
automatically adds this to all files you save.

Saving Changes To Files

Once you have allocated a name to a file using the SAVE AS dialog, clicking the
SAVE button on the QUICK ACCESS TOOLBAR simply saves any new changes to
the filename you originally gave. It is worth saving files that you are working on
every ten minutes or so, although an Autosave feature will backup your changes in
case of a crash it is wise to save often.

> To save changes to ade

Mouse

Click on the SAVE button on the QUICK ACCESS TOOLBAR.

Or

Keyboard

Press CTRL S.

If the document has never been saved before, the “Save As” dialog will
appear, otherwise changes are saved to the file name that you have already
allocated..

© The Mouse Training Company
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Closing Files

When you finish working on a file, you can close it down using the following
methods:

> To close the current file:

Mouse

(P2 i.  Double-click the OFFICE BUTTON
Or

(T4 i.  Click the OFFICE BUTTON and select CLOSE.
Or
Keyboard
i. CTRL F4.to close active document window.
Or X

i. Click on the cross in the top right hand corner of the document window.
ii. A dialog may appear, if you have unsaved changes to your document.

iii.  Make a choice as necessary and the document will close.

. e L o 1
Microsoft Office Word a

! E Dio you want to save the changes to STRESS.doc?

{ [ Mo ] [ Cancel

You will see two of the Close buttons on-screen — one will close the current
file and the other will close the Word application. To close the current file,
use the innermost close button. If you have changed a file since the last time
you saved it, Word will not let you close that file without prompting you first
to save the changes.

© The Mouse Training Company
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Opening Files

You can open a document on your computer hard disk or on a network drive that
you have a connection to.

» To open a file:
Mouse
(P2 i.  Click the OFFICE BUTTON and select OPEN.

- H Q, -3 - whole Wc
&)

1 ] Recent Documents
~u

New

1 whole Waord 2007 intro.docx f=l

—~3 2 STRESS.doc =
e .
—_— 3 NUMBERING.doc =)
4 pam.doc =]

H Save 5 Word 2003 Introductiondoc =
_— 6 App000L.rif =
| SaveAs k| 7 Ocr0003.rif =

ii. The following dialog will appear

iii. If the file you want isn’t

listed in the window, click | % = 2
Lockin: | [ docs B @ @ Xxoim-
the LOOK IN drop-down . '
list box to change to the T;u;id
location of the desired L
document. My%:ﬁt
iv. To open the file either: &

Desktop

v. Click once on the file :
name to select it and click M,D;:mfm
the OPEN button.

—
1
My Computer
g \g Flepame: || 7]
i Double-click the file weomgooae | Flesaftype: | o) word Documents (*.doox; *.docm; *.dot; *.dotm; *.doc; *.dot; *.htm; *himl; *.rtf;, *mht; =[]
name. :
Or
Keyboard

i. You can also open documents using the key combination CTRL O. This will
invoke the OPEN dialog — follow the steps outlined above to select and open the
file that you want.

© The Mouse Training Company
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SECTION 3 NAVIGATION

By the end of this section vou will be able to:

{13

Use the Mouse to navigate

(3

Use the Keyboard to navigate

w

Use Go To dialog box

© The Mouse Training Company
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When working with documents that are several pages long, you need some quick

methods for moving the cursor to specific locations.

The Mouse

When the mouse pointer is positioned over text on the screen, it displays as an “I”
beam. This mouse shape can be used to anchor the cursor at a particular point so

that edits can be made. Simply click the “I” beam where you want to put the

cursor.

If you want to view or edit information not currently visible, use the scroll bars to
move the document display and then click the “I” beam where you wish to start

editing.

The Keyboard

The table below lists keystrokes that can be used to move in a document:

> Move the cursor one character to the right
€ Move the cursor one character to the left
A Move the cursor up one line
v Move the cursor down one line
CTRL = Move the cursor right one word at a time
CTRL € Move the cursor left one word at a time
CTRL AN Move the cursor up one paragraph at a time
CTRL V¥ Move the cursor down one paragraph at a time
HOME Move the cursor to the beginning of the current
line
END Move the cursor to the end of the current line
PAGE UP Move up a screen
PAGE DOWN Move down a screen
CTRL HOME Move to the beginning of the document
CTRL END Move to the end of the document

© The Mouse Training Company
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Goto

The GOTO function within Word can be used to move you to specific items in a
document, for example a specific page number.

F5 is the Microsoft Office GoTo key. Pressing F5 calls up the

[ Fnd andiReEp|Sce

| Find
Go to what:
Section
Line
Bookmark

Replace GoTo |

Enter page number:

— | move forward four iteme,

Comment
Footnote

|E ,-! Enter +and — to move relative to the current location, Example: +4 will

GOTO dialog box:
2X]

’ Previous ]l Ne:_('g

J |

Close ]

The default for the GOTO what list is PAGE just enter the number.

» To move to a page:

Keyboard
i Press F5.

Or

i. Press CTRL G.

ii. Type the number of the page you want to move to in the text box and click OK or
press ENTER to move there.

Word gives other alternatives (lines, sections etc.) which are also numbered within
the document and can therefore be referenced when moving.

Browse By Object

You can scroll

through a document more quickly by

selecting BROWSE OBJECT # on the vertical scroll bar. It
enables you to go to a page, bookmark, footnote, table,
comment, graphic, or other location by selecting the item

you want.

i
v

Zancel

{a}

Al|fss;

)
#h

4
E

You can click NEXT ¥ or PREVIOUS # to go to the next or previous item of the

same type.

38
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SECTION 4 EDITING TOOLS

By the end of this session vou will be able to:

Y
-

(3

w

3

Select desired text

Move and Copy text

Move and Copy text between documents
Use the clipboard task pane

Insert a file

40
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SELECTING TEXT

Highlighting text with the mouse or keyboard is essential for most commands that
you issue in Word as you normally select text and then perform an action on the

selected text.

When using the mouse to select text, the mouse pointer shape being displayed is
important as you can perform different actions with different mouse pointers. The
mouse pointer will appear as an “I” beam when your mouse is hovering over text
in the document. However, when you hover your mouse in the selection bar (the
left margin of the page), the mouse pointer will display as a right hand facing
diagonal arrow. The diagram below shows you where to hover your mouse to get
the different types of mouse pointer.

Basic Selection

> To select text

Mouse

i. Use one of the actions in the table below to select the required amount of text.

and click the mouse over a
sentence

Pointer Action Result
Shape
Mouse pointer “I” beam | Click and drag over some Highlights the text the
hovering over text text mouse passed over
“I” beam | Double-click on a word Selects the word and
the trailing space
“1” beam | Hold down the CTRL key Selects the sentence

From the selection
bar

Click next to a line of text

Selects the whole line

Click next to a line of text
and drag down the selection
bar

Selects multiple lines

Double click next to a

Selects the whole

SANAN AN AN

paragraph paragraph
Triple click in the selection Selects the whole
bar document

© The Mouse Training Company
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Keyboard

i. To select text using the keyboard, hold down the SHIFT key and follow the
instructions in the table below to select the required amount of text.

Action Result

SHIFT € Select one character to the left

SHIFT A Select from the cursor up one line

SHIFT ¥ Select from the cursor down one line

SHIFT CTRL 2 Select right word by word

SHIFT CTRL € Select left word by word

SHIFT CTRL o Select up one paragraph at a time

SHIFT CTRL ¥ Select down one paragraph at a time

SHIFT HOME Select from the cursor to the beginning of the
current line

SHIFT END Select from the cursor to the end of the current line

SHIFT CTRL HOME Select to the beginning of the document

SHIFT CTRL END Select to the end of the document

CTRL A Select the entire document

Extend Mode

If you prefer, you can select blocks of text using Extend mode.
» To switch Extend mode on:

Keyboard

i. Ensure selection mode is turned on by right clicking and ticking the SELECTION
MODE option on the status bar.

ii. Press F8 (EXTEND SELECTION appears on the status bar).

iii.  Each time you press F8 again, Word increases the amount of text in the selection
— 1 press selects the current word, a second press, the current sentence and so
on.

> To switch Extend mode off:

Keyboard

i. When the required amount of text has been selected, press ESC to turn off
Extend mode.

Selecting Non-Concurrent Text

There is the ability to select areas of non-concurrent text. For example, you can
select a paragraph at the top of a page and a sentence towards the bottom of the
page. This then gives you the ability to perform an action (e.g. deletion,
formatting) on the non-concurrent areas of text you have selected.

» To select items that are not next to each other:

Mouse and Keyboard

i. Select the first item you want, such as a table cell or paragraph.

© The Mouse Training Company
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k

ii. Hold down CTRL and Click and drag anywhere on the page or within your
document with your mouse to elect any additional items you want. Keep CTRL
pressed until all items have been selected.

© The Mouse Training Company
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MOVE & COPY

Having entered text or pictures in a document, you may decide that you need to
reposition them or, you may want to use a paragraph in another document that
you have created. The good thing about Word is that once you have entered
something once, you can move or copy it anywhere — to other Word documents
and even to files that belong to other applications.

All Microsoft products use the same terminology when describing moving and
copying items — cut, copy and paste. These terms stem from the times when
typesetters would lay out templates by physically cutting an item from its current
location, and gluing or pasting it in to the new location.

Moving Items

> To move items: ="
2 catibn Boay 12 - A AT =
Mouse e

Paste ; Blg'abex,x’Aa'-/'A'-

i. Select the text that you want to move.

Clipboard ™= Font I
'x ii. Click the CUT button on the HOME &l Cut (Ctrl+X)
Ribbon. The selected text will disappear |- Cut the selection from the
) document and put it on the
Clipboard.

iii.  Move to the location where you want to
place the text you cut.

P | STRESSAAND-RELAXATIONS|

5 Stress-is-a-demand-or-pressure-placed

__liv. Click the Paste button from the HOME |- This-demand- or- pressure- is- often-ca
~ deadlines-or-moving-house-are-all-exa

faste ribbon
v [ What-is-the-Stress-Response-?19|
g i It-is-a-state-of-arousal-consisting-of-a-
. the-energy-for-tackling-the-stressful s
Keyboard i being-stressed.- - This-return-to-stabili

i. Select the text you want to move.
ii. Press CTRL X to cut the selected text will disappear.
iii.  Move to the location where you want to place the text you cut.

iv. Press CTRL V to ©paste the text into their new location.
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Copying Items

» To copy items: —_.1 °€ Calibri (Body) -z AT AT =
S5
Mouse Paste ' | B d by et a2 A |
) Clipboard '~ Font E
—'TEI i. Se_lect the text that you want to copy. T copy -0
Click the COPY button on the HOME | R
Ribbon 7 Cﬁ:}lzoai‘;‘e ection ana pu on the
=% ii. Move to the location where you want to | SIRESANDEEEARATIONT
) : - Stress-is-a-demand-or-pressure-placed-on-p
pTI place the text you copled. E This- demand- or- pressure- is- often- called- t
aie i Click the PASTE button from the HOME deadlines-or-movinghouse-are-all-example:

) : . , Whatis the-Stress-R 2
ribbon the copied text will appear . Shiniss HespRnar

I It-is-a-state-of-arousal-consisting-of-a-numt
O r b the-energy-for-tackling-the-stressful-situati
- ) being-stressed.- - This-return-to-stability-is-i

Keyboard
i. Select the text you want to copy.Press CTRL C to make a copy to the clipboard

ii. Move to the location where you want the copied text to go. Press CTRL V to
paste the copied text back in to the document

Drag And Drop

You can move and copy text by selecting and dragging it with the mouse. When
you do this, you must ensure that you have the correct mouse pointer shape
displaying before dragging and dropping.

» To Move:
Mouse
i. Select the text you want to move and move your mouse over the selection.

ii. Drag the selection through your document; you will see a vertical dotted line near
the tip of your mouse cursor indicating the insertion point of the dropped text.

iii.  When you are at the desired position let the mouse button go the text will
appear.

» To Copy:
Mouse

i. If you want to copy the selection, repeat steps one and two above but before
clicking the mouse hold down the CTRL key on the keyboard then drag the text.
You will see a plus sign appear next to the mouse pointer to signal the fact that
you are copying rather than moving.

ii. With the fuzzy line positioned where you want the copy, let go of the mouse first
and then release the CTRL key.

» Turn on or off drag-and-drop editing

Mouse

© The Mouse Training Company

45

——
| —



: ; Word 2007 Introduction

/my i. Click the OFFICE BUTTON and select the WORD OPTIONS button. Click the
b ADVANCED button, in the editing section, untick the ALLOW DRAG AND
DROP.

Moving And Copying Between Documents

You can use any of the methods described above (even drag and drop) to move
and copy items from one document to another. When doing this, it is useful to be
able to arrange the screen so that you can see the source document (the document
containing the items that you want to move or copy) and the destination document
(the document where you want to put them) at the same time.

» To view open documents:

Mouse

ii. Open both documents using the techniques described in the File Operations
section.

iii. Click on the title of the file on the windows task bar at the bottom of the screen
to switch between documents

iv. Click on the VIEW ribbon and select ARRANGE ALL or VIEW SIDE BY SIDE in
the WINDOW group,

V. Use your preferred technique (as described above) to move or copy items from
one document to the other.

Clipboard Task Pane

The Microsoft Office Clipboard allows you to collect text and graphic items from any
number of Office documents or other programs and then paste them into any
Office document. For example, you can copy some text from a Microsoft Word
document, some data from Microsoft Excel, a bulleted list from Microsoft
PowerPoint, some text from Microsoft FrontPage or Microsoft Internet Explorer and
a datasheet from Microsoft Access, then switch back to Word and arrange any or all
of the collected items in your Word document. The Office Clipboard works with the
standard Copy and Paste commands. Just copy an item to the Office Clipboard to
add it to your collection, then paste it from the Office Clipboard into any Office
document at any time. The collected items stay on the Office Clipboard until you
exit Office.

You can open the Office Clipboard in the task Show Office Clipboard Automatically
pane by clicking the DIALOG LAUNCHER on o

; N Show Office Clipboard When Cirl+C Pressed Twice
the CLIPBOARD group, HOME ribbon. Provided Collect Without Showing Office Clipboard

il

the SHOW OFFICE CLIPBOARD ¥ Show Office Clipboard Icon on Taskbar
AUTOMATICALLY option is selected (this is |, ... status Nesr Taskbar When Copying
done by selecting options at the bottom of the [ - __. rcrosor

clipboard task pane.), you can have the Office
Clipboard automatically opened when you do
one of the following,:

Page: 43 of 157 | Words: 41/25,554 | £ English (UK) Inse

# Copy or cut two different items consecutively in the same program.

# Copy one item, paste the item, and then copy another item in the same
program.

Copy one item twice in succession.

L
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Clicking on the DIALOG BOX LAUNCHER the FaEsLE e B I U-
clipboard will open as a taskpane on the left hand K4 =
side of the screen

Clipboard '«
The clipboard holds the last 24 items that have .
been cut or copied from any of the Microsoft 2 of 24 - Clipboard ¥ x E
applications and allows you to paste the same item [ﬂpaste ,5,"] [‘3} Clear ,5."]
many times in many places including other
applications.

Click an itemn to paste:

W] What is the Stress
The clipboard is generic to all applications and Response ? Itis a state of
needs merely to be displayed as it is here. The arousal consisting of an...
clipboard can be cleared at any time or single Items )
deleted

To turn the Show Office Clipboard Automatically
option or another Clipboard option on and off, click
the Options button near the bottom of the Clipboard
task pane.

If you choose the Collect Without showing Office Clipboard option, the
Office Clipboard is always active, even when the Clipboard task pane is not
displayed.

If you open the Office Clipboard in the task pane of one Office program, the Office
Clipboard does not automatically appear when you switch to another Office
program. However, while the Office Clipboard is active, each block of text or
graphics that you copy or cut to the Clipboard is stored, up to a maximum of 24
blocks. A message is displayed above the status area to indicate an item has been
added to the Office Clipboard and the total number of items in the clipboard.

As items are added to the Office Clipboard, an entry is displayed in the Office
Clipboard gallery. The newest entry is always added to the top of the gallery. If you
copy a 25" item, the Office Clipboard discards the first one.

Each entry includes an icon representing the source Office program and a portion
of copied text or a thumbnail of a copied graphic.

» To paste using the Office Clipboard:

Mouse

iii.

iv.

© The Mouse Training Company

Select the item you want to copy or cut and use one of _
the copy or cut techniques described earlier. i) What is the Stress
Response 7 Itis a state of

Continue copying items from documents in any Office arousal consisting of a ...

program until you have collected all of the items you
want (up to 24). &)

If you want to display the Office Clipboard in the active
program, click the DIALOG BOX LAUNCHER in the
CLIPBOARD group

If the Office Clipboard is not available, you are in a hEJ,]
program or view that doesn't support showing or pasting
multiple items from the Office Clipboard.

Click where you want the items to be pasted and simply _ﬂ__,]
click the description of the item in the list.

= Paste
X Delete
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In some cases such as text, the image displayed in the gallery will look
slightly altered. This is because text is always displayed in the gallery using
the Tahoma font. However, the correct formatting and font information is

restored when the item is pasted from the gallery.

You can also paste or delete an item from the clipboard by clicking the down arrow
that appears to the right of the description when you move the pointer over it and
choosing a command from the drop-down menu.

To paste all items stored in the clipboard, click the
Paste All button at the top of the Clipboard task
pane. The items will be inserted into the document
in the order in which they were copied to the
Clipboard, i.e. the bottom item will be pasted first
and the top item last. To remove all items from

the Clipboard, click the Clear All button.

Insert A File

2 of 24 - Clipboard ¥ x ‘

[qﬂ‘ Paszte All ] [.31; Clear All ]

Click an item to paste:

If you need to copy the entire contents of one file into another, you can use a
command on the Insert ribbon.

> To insert a file:

Menu

i. Position the cursor at the point where you want to insert the ’HO”JGC?‘

file.

ii. Choose the INSERT ribbon TEXT group and the drop down
arrow to the right of OBJECT select TEXT FROM FILE. The

following dialog box
will appear:

iii. Select the folder
containing the file you
want to insert and then
click the file name to

highlight it.

iv. Click the INSERT
button to insert the
file.

Pgd | Object.

EJ Text from File...

InsertFile) [?[x]
Look in: B e-o XiBE-
=
_-J Dhati
Trusted Config.Msi
Templates IC) Documents and Settings
- Ihepson
L:b: I Pinnacle
My Recent I=)Program Files
D ts
et RECYCLER
r,:%’ System Volume Information
IChSYSTEM.SAV
Desktop IYWIMDOWS
I
My Documents
=1 g
jr)
.
My Computer
& o g
- ":: o Files of type: | 4}l word Documents (*.docx; *.docm; *.dotx; *.dotm; *.doc; *.dot; ®.htm; *html; *rtf; =.mht; *.w -___:
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SECTION 5 FORMATTING

By the end of this section vou will be able to:

#* Change the font style and size of characters

(3

Apply formatting effects to characters such as Bold, Italic and underline

w

Change the alignment of paragraphs

# Indent paragraphs

3

Use advanced font and paragraph formats

3

Set tabs

£

Apply borders

3

Apply bullets and numbering

© The Mouse Training Company
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D

TEXT FORMATS

Word divides formatting into two types — Character formats and paragraph
formats. Character formats can be applied to individual characters within a
document. They include bold, italic and different font styles and

sizes. Paragraph formats affect whole paragraphs and control the layout of
text on a page such as alignment, indents and so on.

Calor N N e R = Ea PR
B I U -sbex,x"Aa" | A~-=E===|i="S-H-
Font M Paragraph =

Character Formats

Word is best suited to applying formats to text that has already been typed. It is
often better to get the raw information in the document without worrying about
how it looks and then going back afterwards and applying the formats.

Formatting Font Group

The formatting font group on the HOME ribbon contains buttons for applying some
of the most commonly used formats.

e - - | aal
Calibri i ~I|A A |“,.z|
w C - " -
B I U ~absx %" Aa~|& - A
Font s
Font Style
The font style controls what individual characters look like. Verdana B2 -|A A
True Type fonts will always look the same on screen as in a | ThemeFonts
printed copy. Some fonts are serifed (the characters have Cambria
“curly” edges, whilst others are plain (sans serif). Calibri
. Recently Used Fonts
» To change the font:  Verdana
|\/|0use All Fonts
T Agency FB
i.  Select the text to change. T ALGERIAN
i. Click on the drop-down list arrow to the right of the T Arial
currently displayed font name. T Arial Black
B Arial Narrow

iii. Select the font to use — the selected text will alter
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accordingly
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Or
Keyboard

i. Select the text to change.
ii. Press CTRL SHIFT F to open up the font dialog box focusing on the current font.

iii.  Use the cursor keys to drop down the list of available fonts, use the up and down
arrows to move the highlight bar up and down the list and ENTER to apply the
chosen font to the selected text and close the dialog.

Point Size
This controls the size of the printed characters. B B
» To change the point size : z
Mouse 10
i. Select the text to change. E

ii. Click on the drop-down list arrow to the right of the currently displayed |

point size. 18

20

iii. Pick a new number from the list — the selected text will change size |
accordingly. 24

26

Or 28
_ 36
Keyboard a8

i. Select the text to change.

ii. Press CTRL SHIFT P to open up the font dialog box focusing on the point size.

iii. Either type the point size that you want to use (your typing will replace the
currently selected number) or use cursor keys to move through the list of point
sizes

iv. Press ENTER to apply the currently highlighted size to the selected text and close
the dialog

Although Word displays from 8 to 72 points in the list, you can type your own
numbers in and press ENTER to apply the format.
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Bold, Italic And Underline

Bold, italic and underline can be applied to the selection using buttons on the
formatting toolbar or keyboard shortcuts.

» Apply bold, italic or underline:
Mouse
i. Select the text to change. B I Q |

ii. Click on either the B, I or U buttons on the toolbar. The button will “switch on”
and the selected text will display the applied format.

Or

Keyboard
i. Select the text to change.

ii. Press CTRL B to apply bold formatting, CTRL 1 to apply italic formatting or CTRL
U to apply single underline formatting to the selected text.

» Remove Bold, Italic and Underline:
Mouse

i Select the text with the format.

ii. Click the Bold, Italic or underline button to turn the format B [ Q N
off.

Or Keyboard

i Select the text with the format.

ii. Press CTRL B, CTRL I or CTRL U to switch the format off.

» To access extra underline styles uF

Mouse

i Select text to be underlined

U - ii. Click on drop down arrow to right of the U symbol to see | -
= more styles scroll until desired style is highlighted.

iii. Click on style to applty | TTTTwmmTmTTT

» To change underline colour

|\/|0use More Underlines...

. . 3 Underline Color ]
i Select text to be underlined -

U - ii. Click on drop down arrow to right of the U symbol move

N X . Automatic
= to the UNLINE COLOUR option at the bottom to display | ;... colors
colours B EEEEE
iii.  Select colour to apply I
ST
Standard Colors
[ ] | ENEER
More Colors...
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Text Highlights

Just as you can use a fluorescent marker to highlight the salient points on a printed
page, Word allows you to highlight text on screen. Highlights will show in the
printed document in colour if you have a colour printer, or in grey tones if you have

a black and white printer.

» To highlight text:

Mouse
& ~ i. Click the button to switch the highlight tool on.

ii. Drag your mouse over the text to highlight.

iii.  When you have finished, click the highlight button once more to switch the tool
off.

» To remove highlighting:

Mouse
i. Select the text that has the highlighting.

ii. Click the drop down list arrow on the right of the Highlight

button.

iii.  Choose No Colour to remove highlighting from the selected
text.

iv. If you would like to highlight using a different colour, click

the drop-down list arrow to the right of the highlight button
and choose the desired colour from the options that appear,

then drag across the text to highlight.

Font Colour

This will change the colour of on-screen text. It will also print the text in the
chosen colour if you are connected to a colour printer.

» To change font colour: A-l====(i=z|
I — — e Wl
Mouse . Automatic
i. Select the text you want to change. Theme Colors
H HEEEEEN

ii. Click the drop-down list arrow displayed on the right-
hand side of the button and choose the desired colour.

» To reset font colour: .IIIIIIIII

M Standard Colors

Select the text you want to reset to the default colour. [ ] | EREEER
:a) | More Colors..

ii. Click the drop-down list arrow displayed on the right-
hand side of the Font colour button.

iii.  The Automatic option will reset text back to the default colour (normally black).
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FONT DIALOG

i.

. Font: Font style: Size:
however there are more options Verdana Regular 10
available in the Format Font dialog Tw Cen MT Condensed 8
box. Tw Cen MT Condensed Extra Bold IBtDE:IE'IC E =

Bold Italic 11
- - 12
> To access the Font dialog Viner Hand ITC =
bOX' Wivaldi
Font color: Underline style:
M ouse Automatic {none)
i. Select the text to format. Effects
[ strikethrough ] shadow [] small caps
Clicking on the DIALOG BOX ] Double strikethrough  [] Qutline [ Al caps
LAUNCHER in the font group will [ Sugerseript [ Emboss [ tycden
open the FONT dialog. | Secr | Etopene
Preview

Font Tab

2x]|

Character Spacing
The Formatting group contains the

most commonly applied formats;

The dialog box contains two tabs —
FONT and CHARACTER SPACING — Verdana
which are discussed below.

This is a TrueType font. This font will be used on both printer and screen.

o] (o

Many of the options on the Font tab are the same as those on the formatting
toolbar, however, the UNDERLINE options include some extra underline styles.

The dialog box also has more effects than can be achieved using the formatting
toolbar.

» To apply underline styles from dialog

Mouse

Select the text to format.
Access the FONT dialog and click the FONT tab.

Click the drop-down arrow to the right of the UNDERLINE Ynderline style:
STYLE box — a list of different underline options will appear. (none) D

Choose your preferred option by clicking on it. The PREVIEW
window at the bottom of the dialog box displays a preview of
how your text will look if you choose to keep the applied formats.

Click the OK button to keep the format. Clicking CANCEL will
abandon any choices you have made and close the dialog box. —
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Effects

Most of the effects change the appearance of the characters. SUPERSCRIPT and
SUBSCRIPT allow you to raise and lower characters (e.g. 10m? or H,0). Some
effects have more useful functions — for example HIDDEN renders text on-screen
and in the printed document invisible, particularly useful if you want to hide
references to the source of a document or picture so they don’t get printed. Note
however than Hidden text will show on-screen if the Show/Hide button is clicked

on.
Effects
[ ] strikethrough [ ] shadow [ ] Small caps
[ ] Double strikethrough [ ] Qutline [] All caps
[ ] Superscript [ ] Emboss [ ] Hidden
[ ] Subscript [ ] Engrave

» To apply effects:
Mouse

i. Select the text to format.
ii. Access the FONT dialog and click the FONT tab.

iii. Check the boxes by clicking in them with the mouse next to the relevant options
to switch an effect on. The Preview window will show you what each one looks
like.

iv. Uncheck the boxes to switch an effect off.

Some effects can be switched on in combination, others are mutually
exclusive (for example you cannot have both SMALL CAPS and ALL CAPS
applied as switching one on will automatically disable the other.
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Character Spacing Tab

This tab contains options that -
allow you to increase or |FD“3 2]
decrease the amount of space
between individual characters
in a word, or raise or lower Sgale:  |100%

those characters in relation to Spading: |MNormal By
the other character_s positioned Position: | Normal By:
on the same line. The [ Kerning for fonts: Points and above

PREVIEW window at the
bottom of the dialog will display
what the selected text will look
like as you change the settings.

Scale

Changes the size and space
between the individual
characters in the selection.

» To alter the scale:

Preview

Mouse _
Arial

i Select the text to format.

This is a TrueType font. This font will be used on both printer and screen.
ii. Access the FONT dialog and

click the CHARACTER

SPACING tab. oK l ’ Cancel ]

iii.  Click the drop down list next
to the default Scale setting to list other
percentage scales, some bigger and some smaller Scale:  100% ¥

than the current figure. et %gg:n
o

iv.  Choose a larger percentage to increase the space Eosition: [0/
between the characters in the selected text and [ Kerning80%
make the characters proportionally larger as well. 5%
Choose a smaller figure to squash characters ggg:
together and also decrease their size in
proportion to the scale percentage chosen.

Spacing
Changes the space only between the individual characters without altering their
size.
» To change spacing: Spacing: |Mormal v
Mouse Bosition: e, nanded
M kernindCondensed

i. Select the text to format.
ii. Access the Font dialog and click the character spacing tab.

iii.  Click the drop down arrow to the right of the Spacing option.
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iv. Choose “Expanded” (more space between the individual characters) or
“Condensed” (less space between the individual characters).

Vv. Use the BY box which has up and down arrows that can be -
clicked to increase or decrease by how many points (or tenths of i
points) the characters are expanded or condensed.

Position

“Normal” position places the characters on the same level as the other characters
on that line. You can choose to have text raised or lowered instead.

» To change character position: Position: |Normal [
M D Kerning Raized
i. Select the text to format. Lowered

ii. Access the FONT dialog and click the CHARACTER SPACING tab.
iii.  Display the list by clicking the arrow to the right of the Position box.

iv. Choose “RAISED” or “LOWERED” — the BY box then allows you .
to increase or decrease (again in tenths of points) by how much By:
your characters should deviate from the base line position.

The BY boxes described above will allow you to type the number of points by
which you want to change a setting rather than using the arrow keys to reach
the desired figure. Simply click inside the box to get a cursor, delete the
number already there and type the new number.

Kerning
You need this option because some fonts are proportional and others are not.

Proportional fonts will adjust the amount of space between one character and the
next depending on what that character is; for example the letter “I” is a thin
character and does not need as much space as an “e”.

Non-proportional fonts allocate the same amount of space for each character
regardless of its width. The POINTS AND ABOVE box allows you to set a size
above which Word will kern the fonts — if you are using a proportional font and you
have used the Spacing option, you may need to switch the Kerning on to prevent
the same amount of spacing being allocated to each character.

» To activate kerning:

Mouse

i Select the text to format.

ii. Access the FONT dialog and click []kerning for fonts: Points and above
the CHARACTER SPACING tab.

iii.  Click in the KERNING FOR FONTS check box to switch kerning on.

iv. Use the POINTS AND ABOVE box to set the size at which Word will begin to
kern fonts.

v. When you have set all the options you require on this tab, click OK to apply
them. CANCEL will abandon any changes you may have made.
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Formatting By Using The Mini Toolbar

When you select text, you can show or hide a handy, miniature, semitransparent
toolbar called the Mini toolbar. The Mini toolbar helps you work with fonts, font
styles, font sizing, alignment, text color, indent levels, and bullet features.

You cannot customize the Mini toolbar.

The following shows how the semitransparent toolbar looks when you select text on
a slide or in a shape in Microsoft Word

This-demand- or-pressurecLspa a0 cabed Re Stress. W
. . i . . £
deadlinesormoving-housesare-allexamples-ofsituat 1

B I =+ A =

&

What-is-the-Stress-Response:- 79|

The following shows the Mini toolbar when you rest your pointer on it. To use the
toolbar, click any of the available commands.

This-demand- or-pressure-is calibri (Body - 12~ A" z" Ay~

deadlinesor-moving-house: ’m ]

What:-is-the-Stress-Response-?1

jvﬁvégi;%i:v
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Keyboard Shortcuts For Character Formatting

It is sometimes quicker to use key combinations to apply formatting to text within

Increase the font size

CTRL SHIFT =

Decrease the font size

CTRL SHIFT <

Increase the font size by 1 point CTRL
Decrease the font size by 1 point CTRL

Display the Format, Font dialog CTRL D
Change the case of letters SHIFT F3
Format letters as all capitals CTRL SHIFT A
Apply bold formatting CTRL B

Apply an underline CTRL U

Underline words but not spaces

CTRL SHIFT W

Double-underline text

CTRL SHIFT D

Apply hidden text formatting

CTRL SHIFT H

document and the table below lists the shortcut keys that you can use to do this:

Apply italic formatting CTRL 1

Format letters as small capitals CTRL SHIFT K
Apply subscript formatting (automatic CTRL =
spacing)

Apply superscript formatting (automatic CTRL SHIFT +
spacing)

Remove manual character formatting

CTRL SPACEBAR

Keyboard shortcuts for character formatting
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PARAGRAPH FORMATS

When you need to control how a paragraph lines up on a page, you apply
paragraph formats. As with character formatting, some of the most commonly
used options appear as buttons on the Formatting toolbar whilst others can only be
accessed via the Paragraph dialog box.

Alignment

You can select from four different alignment options in Word by clicking the
relevant button (described below) :

» To change alignment:

Mouse

i. Position the cursor in the paragraph whose alignment you want to change, or if
you are aligning several paragraphs, highlight them.

ii.  Click on the button for the alignment you require (see below).

Click this button to left-align paragraphs. Left alignment ensures that the left edge
of each line in the paragraph begins at the same place. Because of the word-
wrapping, the right-hand edge of the paragraph won’t line up exactly, this is
sometimes called a “ragged” edge. Left alignment is the default alignment for new
Word documents.

Click this button to centre paragraphs. This will make each line of the paragraph
position its centre point in the middle of the page. Both the left and right edges of
the paragraph will be ragged.

Click this button to right-align paragraphs. Right alignment ensures that the right
edge of each line in the paragraph begins at the same place — the left edge will be
ragged.

Click this button to justify paragraphs. This ensures that both the left-hand and
right-hand edges of the lines in the paragraph begin and end at the same position,
eliminating any ragged edges.

Or
Keyboard

i. Click the cursor inside the paragraph whose alignment you want to change or, if
you are aligning several paragraphs, highlight them.

ii. Press CTRL L to left align, press CTRL R to right align, press CTRL E to centre or
CTRL J to justify.
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Indents

Indents allow you to control the white space at the left and right hand side of a
paragraph. There are a variety of different methods for setting indents which are
described below.

> To indent from the left:

Mouse

i. Click the cursor inside the paragraph whose alignment you want to change or, if
you are aligning several paragraphs, highlight them.

==/ ii. Click the increase indent button to indent the selected paragraphs by %2 an inch
_ from the left. You can click this button again to increase by a further ¥z inch and
SO on.

L= il If you need to decrease the indent by %% inch, click the decrease indent button to
S do this.

Or
Keyboard

i. Click the cursor inside the paragraph whose alignment you want to change or, if
you are aligning several paragraphs, highlight them.

ii. Press CTRL M to increase the indent of the selection ¥2 inch from the left.

iii. Press CTRL SHIFT M to decrease the indent by %2 inch.

Use The Ruler To Set Indents

The buttons on the toolbar allow you to indent a set amount from the left only. If
you need to indent a paragraph from the right, or you want the indent to be a very
specific amount, it is easier to use the ruler.

First line
indent

|||1|||2|||3|||4|||5|||5|||?|||3|||\3|||1|:||||11|||12|||13|||14|
Hanging
Indent
Right-
Left Indent indent

The markers displayed above sit on the ruler. The first line indent marker controls
the first line position of the paragraph and the hanging indent marker the position
of all lines following the first line. The left indent rectangle that sits under them
maintains any gap between the first line marker and the hanging indent marker so
the two can be moved together. The right indent marker controls where the
paragraph ends.
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» To create a left indent using the ruler:
Mouse

i. Position the cursor in the paragraph to indent or select the text if it includes more
than one paragraph.

ii. Click on the rectangle (left indent) that sits on the ruler and drag this along the
ruler — you will see a vertical guideline that draws itself down into your document
to help you decide where the paragraph indent should be.

iii. Release the mouse to set the indent.
» To create a right indent:
Mouse

i. Position the cursor in the paragraph to indent or select the text if it includes more
than one paragraph.

ii. Click on the upward triangle that sits on the right-hand side of the ruler (right
indent marker) and drag this along the ruler — you will see a guideline that draws
itself down into your document to help you decide where the paragraph indent
should be.

iii. Release the mouse to set the indent.

First Line Indent

A first line indent is used where the first line of a paragraph needs to start further
in than the other lines as in the example below:

“It is company policy to ensure that all staff are fully trained in the use of the
computer systems employed by the firm so that they may carry out their daily
duties in the most efficient way.”

> To create a first line indent:

Mouse

i. Position the cursor in the paragraph to indent or select the text if it includes more
than one paragraph.

ii. Click on the downward triangle marker (first line marker) that sits on the left-
hand side of the ruler and drag this along the ruler — a guideline appears that the
first line will jump to when you release the mouse.

> To remove the first line indent:
Mouse

i. Position the cursor in the paragraph to change or select the text if it includes
more than one paragraph.

ii. Drag the first line marker back so that it lines up with the other markers.

Having created a first line indent, if you then want to indent the whole
paragraph, use the rectangular marker (under the upward triangle).
Dragging this marker moves both the triangles but will keep any gap between
them constant.
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Hanging Indent

A hanging indent is used where the first line of a paragraph needs to start further
back than the other lines as in the example below:

“It is company policy to ensure that all staff are fully trained in the use of the
computer systems employed by the firm so that they may carry out their
daily duties in the most efficient way.”

» To create a hanging indent:

Mouse

i. Position the cursor in the paragraph to indent or select the text if it includes more
than one paragraph.

ii. Use the left indent marker to indent the whole paragraph from the left the desired
amount

iii. Drag the upward triangle (hanging indent marker) back along the ruler — a
guideline will appear to show you where all lines (except the first line) in your
paragraph will jump to when you release the mouse.

Or
Keyboard

i. Position the cursor in the paragraph to indent or select the text if it includes more
than one paragraph.

ii. PressCTRLT
» To remove a hanging indent:

Mouse

i. Position the cursor in the paragraph to format or select the text if it includes more
than one paragraph.

ii. Drag the hanging indent marker back so that it lines up with the other markers.

Or

Keyboard

i. Position the cursor in the paragraph to format or select the text if it includes more
than one paragraph.

ii. Press CTRL SHIFT T

Having created a hanging indent, if you then want to indent the whole
paragraph, use the rectangular marker (left indent, under the upward
triangle). Dragging this marker moves both the triangles but will keep any
gap between them constant.
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Other Paragraph Formats

The most commonly applied paragraph formats can be set using the buttons on the
formatting toolbar as described in the previous section; however, there are further
formats that can be accessed using the Paragraph dialog box.

» To access the paragraph dialog:

Mouse

i.

Position the cursor in the paragraph to format or select the text if several

paragraphs are involved..

Clicking on the DIALOG BOX LAUNCHER in the PARAGRAPH group will open

the PARAGRAPH dialog.

L . A
Faragrapn J ﬂ
Indents and Spadng | Line and Page Breaks
General
Alignment: D
Cutline level:
Indentation
Left: 0.7cm B Special: By:
Right: 0cm B Hanging D 0.3 cm B
[ mirrer indents
Spadng
Before: 0pt B Line spacing: At:
After: apt B Single D E
[[] Don't add space between paragraphs of the same style
Preview
o rarmat =ats = Mema Sa h L
[ Tabs... l [ Default... l [ oK l [ Cancel ]

This dialog box has two tabs, INDENTS AND SPACING and LINE AND PAGE

BREAKS that are discussed below.
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Indents And Spacing Tab

Most of the options on this tab are for formats that can be accessed through other
means. The ALIGNMENT drop-down list allows you to pick one of the four
alignment options that can also be applied using the formatting toolbar. The
INDENTATION options relate to the amount of left or right indent to be applied,
and the SPECIAL and BY settings allow you to set up first line and hanging
indents using the BY box to control the amount of each. The options outlined
below can only be applied through the dialog or via keyboard shortcuts.

Spacing

Use these settings to control how much white space appears before and after the
selected paragraph or paragraphs. You can increase white space by inserting blank
lines within you document. (i.e. pressing the ENTER key) but this can be time
consuming and sometimes inconsistent.

The Line Spacing list allows you to increase the space Word allocates between
each individual line in a paragraph. There are several settings which are
described below:

Multiple

Choose this option and then use the At box to give the number of lines by which
you would like to space your paragraphs.

The default is 3, but you can change the numbers either by using the arrows to
increase and decrease, or by selecting the number and typing a new one over it.

At | east

With the At Least setting, if any of the characters within the selected paragraph are
set to more than 18 pts size, the line spacing will adjust to accommodate it.

Choose this option and then use the AT box to give a minimum number of points
by which your lines should be spaced out (e.g. 18 pts).

Exactly

With the Exactly setting, characters within the selected paragraph that are larger
than the line space amount will be cut off.

Choose this option and then use the AT box to give an exact number of points by

which your lines should be spaced out (e.g. 18 pts). Spadng
» To change paragraph spacing: Before: 0pt
Mouse After: & pt

i. Select the paragraphs to change and access the PARAGRAPH dialog, click the
INDENTS AND SPACING tab.

ii.  Click the up or down arrows on the right of the Before and After boxes to increase
or decrease the number of points of space before and after — the numbers jump
in increments of 6pts but you can select the number already there and type in
any number of points as appropriate.

iii. The PREVIEW pane towards the bottom of the dialog shows what your
paragraph(s) will look like.
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iv.  Click the OK button to confirm and close the dialog, or click CANCEL to close the
dialog, abandoning any changes you have made to the settings within.

» To change line spacing:
Mouse
i. Select the paragraphs to change. Line spading: At:

ii. Access the Paragraph dialog and click the INDENTS Single
AND SPACING tab. S

iii.  To space out the individual lines within a paragraph, first choose the amount of

space you require by clicking on the drop-down list to the right of the LINE
SPACING box.

iv.  Select the required option detailing the amount of spacing to be applied, (Single,
Double, 1.5).

v. The Preview pane towards the bottom of the dialog shows what your
paragraph(s) will look like.

vi. Click the OK button to confirm the format change and close the dialog. CANCEL
closes the dialog, abandoning any changes you have made to the settings within.

Line And Page Breaks Tab (Pagination)

Settings on this tab primarily control how Word will insert automatic page breaks.

Widow/Orphan control

As this is a very useful option, most installations of Word will switch it on for all
paragraphs by default. It prevents page breaks falling right after the first line of a
paragraph leaving the first line stranded at the bottom of a page (i.e. a “widow”).
The “orphan” is where a page break falls just before the last line of a paragraph,
leaving the final line stranded at the top of a page.

Keep lines together
This option prevents Word from putting a page break through a paragraph.

Keep with next

This ensures that the selected paragraph(s) will never be split by page breaks.

Page break before

This would cause the selected paragraph(s) to always appear at the top of a new
page.

» To set Widow/Orphan control:

Mouse

i.  Tick this box to switch Widow/Orphan control on or off.
» To keep lines together:

Mouse

i. Tick this box to prevent an automatic page break falling within the selected
paragraph(s).
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» To keep with next:

Mouse

i. Check this box to prevent the selected paragraph(s) from being separated from
the next paragraph by an automatic page break.

» To set page break before:

Mouse
i. Check this box to ensure that the selected paragraph(s) always begins on a new
page.
Keyboard Shortcuts For Paragraph Formatting

It is possible to access all paragraph formats through the Format, Paragraph dialog
box. However, it can be quicker to apply paragraph formats using keyboard
shortcuts. Some useful shortcuts are listed in the table below.

Single-space lines CTRL 1
Double-space lines CTRL 2

Set 1.5-line spacing CTRL 5

Add or remove one line space preceding a| CTRL O
paragraph

Centre a paragraph CTRL E

Justify a paragraph CTRL J

Left align a paragraph CTRL L

Right align a paragraph CTRL R

Indent a paragraph from the left CTRL M
Remove a paragraph indent from the left CTRL SHIFT M
Create a hanging indent CTRL T
Reduce a hanging indent CTRL SHIFT T
Remove paragraph formatting CTRL Q

keyboard shortcuts for paragraph formatting
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Format Painter

When you have applied formats to a block of text, there may be other sections
within your document that need to have the same combinations of formats applied.
To save you having to repeat the process of applying the same formats all over
again, you can use the format painter to pick up the formats from the text that has
them and paint them on to the text you want to change.

» To use the format painter:
Mouse
i. Select the text that has the formatting you need.

j ii. Click the FORMAT PAINTER button from the CLIPBOARD group on the HOME
ribbon.

iii. Drag across the items you want to format. When you release the mouse, the
formats will appear on the selected text.

The Format Painter switches itself off automatically as soon as you release
the mouse after selecting the text you want to format. If you have more
than one item to format, you can make the format painter stay “switched on”
until you have completed painting the formats onto all the items. Do this by
double-clicking the Format Painter button. When you no longer need the
Format Painter, click the button once more to switch it off or press ESC on
the keyboard.

If you want to paint paragraph formats onto text, make sure you select the
paragraph mark at the end of the text that has the paragraph formats before you
click the Format Painter button.

Remove Formatting With The Keyboard

You can remove all the formatting that has been applied and reset the selected
text back to the document defaults by using the keyboard.

> To remove all character formats:

Keyboard
i Select the text to remove the formats from.

ii. Press CTRL SPACEBAR.
» To remove all paragraph formats:

Keyboard
i Select the text to remove the formats from.

ii. Press CTRL Q
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BORDERS

Borders can be applied to many different objects in Word; for
example, you can add borders to tables, paragraph edges or
even whole pages in a document. There are also some
automatic formatting keystrokes that will add borders to the
cursor position in your document (See the section on
AutoFormatting for more information).

» To add a border to a paragraph:

Mouse

© The Mouse Training Company

Select the paragraph.

Click on the drop down arrow to the right of the BORDERS
button in the PARAGRAPH group on the HOME ribbon,
displays the palette to the right

Click on any combination of the border tools to determine
which edges of the paragraph are bordered.

The buttons on the palette perform the following functions:

Bottom Border

i  Top Border
| Left Border
Right Border
] No Border
All Borders

Outside Borders

- Inside Borders

Inside Horizontal Border

E[4 | Inside Vertical Border

:—: Harizontal Line
j Draw Table
| View Gridlines

)| ' Baorders and Shading..

Applies or removes outside border

|| |E

Applies or removes borders both inside and outside

Applies or removes top border

| Applies or removes left border

= Applies or removes a border horizontally inside a selection

Applies or removes descending diagonal

—_ Applies horizontal line

-|- Applies or removes inside border

Removes all borders

Applies or removes bottom border

| Applies or removes right border

| Applies or removes a border vertically inside a selection

Applies or removes ascending diagonal
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Changing The Paragraph Border Width

The width of the border is controlled by the right indent measurement belonging to
the paragraph.

» To reduce the width of the border:
Mouse

i. Click in the paragraph with the border or select the paragraphs if more than one
paragraph's borders need changing.

ii. Drag the indent markers on the ruler to correspond with the new border width.
More Borders Via The Dialog Box

Borders can be added using the borders dialog available from the borders drop

down button. Applying borders in this way gives you more options as to line style,
shading and so on.

[ Bprdersiand Shading _J5,31
| Borders | Page Border | Shading
Style: Preview
I Click on diagram below or use
| buttons to apply borders
e | . -
Automatic
Width:
12 pt
Apply to:
Paragraph
Harizontal Line... [ oK ] I Cancel J

» To apply borders using the Borders and Shading dialog:
Mouse
i. Select the paragraph(s).to be bordered

ii.  Click the drop down arrow to the right of the borders button in the PARAGRAPH
group and select BORDERS AND SHADING the following dialog appears.

iii. Click on the BORDERS tab.

Preview

: : Click on diagram below or use
iv.  Choose the required border style buttons to apply borders

V. Select a thickness or colour for the border

vi. Select an option from the left on where to apply the
border OR Use one of the buttons on the left hand

side of dialog to apply different borders top, bottom,
left or right
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vii.  Click OK to apply borders to selected text
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Page Borders

You are able to apply a border around an entire page. It is generally used in the
same way as paragraph borders except you have an interesting addition, Art,
where you have the opportunity to select an artistic page border. You may have to
alter the border width so that it is not too big.

» To apply a page border:
Mouse

i. Select the drop down arrow to the right of the border tool button in the
PARAGRAPH group and select BORDERS AND SHADING. (If the dialog has
already been used then the border button will change and you only need to click
it to bring up the dialog box.

i. Click the PAGE BORDER Tab.
Or

i Click on the PAGE BORDERS button on the PAGE LAYOUT ribbon in the PAGE
BACKGROUND group

I Bordersiandshading Ja1

| Borders | Page Border | Shading |

| | Setting: Style: Preview
B Click on diagram below or use
None = buttons to apply borders
i |:| N o
e ) E
D Shadow M M M e S
. '
i Color:
: | 3D Tl
= Automatic I
— Width:
g | Custom Yapt ]
. LT Apply to:
Art: Whole document | _:
bor g
Horizontal Line... I I | | | - [ oK ] [ Cancel ‘

WAL Gt

e
BAK
pPoeeR o

ii. Select the appropriate border styles from the Settings palette as you did for a
paragraph border and apply them as before.

Fr-gw

Or

i. Click the ART drop-down list to select from a range of graphics to use as a page
border

ii. Click OK.
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Shading

The third tab within
the Borders and

Shading dialog
allows you to apply
shading to a

paragraph or a
piece of text.

» To add
shading:

Mouse

Vi.

Shortcut Menus

Select what you
want to shade
(i.,e. a word or
phrase, or a
whole
paragraph).

Open the
BORDERS

E Borders || Page Border ] Shading [
Fill

Mo Color E

Theme Colors

Standard Colors

o

| I EREER
MNo Color
More Colars...

Horizontal Line...

SHADING dialog as previous.

Select the SHADING tab

Choose a colour from the colour palette by clicking it.

Preview

Apply to:
Paragraph

OK l [ Canicel

If appropriate, choose a pattern from the pattern drop-down list and assign a

colour to the pattern with the Colour drop-down list.

Click OK.

Do not apply patterns over text as you will not be able to read the text.

You can apply both character and paragraph formats using

Word’s shortcut menus.

» To apply formats using shortcut menu:

Mouse

Select the items to format.

With the mouse

positioned anywhere within

highlighted area, click the right mouse button.

the

Select the Font, Paragraph or Indents option by clicking
on it with the mouse.

There is also the mini toolbar to select other formatting

options
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BULLETED AND NUMBERED LISTS

Word has tools for automatically assigning bullets and numbers to lists. You can
choose from a variety of different number formats and select which bullet symbols
to use. You can also create multi-level lists very easily using this feature. With
numbered lists, if you move, delete or add items, Word will automatically renumber
the list so that you always have the correct numeric sequence.

Bullets

Bullets are symbols that can be used to denote list items or headings. They attach
themselves to paragraphs within a document.

-

» To create a bulleted list:

Recently Used Bullets
Mouse

i. Type the list one line under the other. +

ii. If you want blank lines of space Bullet Library
between list items select the lines and
use the SPACE AFTER setting in the None B ° 'S u .
PARAGRAPH dialog.

iii. Click the BULLETS button in the oo > v
PARAGRAPH group to apply bullet
symbols to your list using the default pocumentBullets
bullet style (the button will switch on).

® O +

i. Click on drop down arrow to right of <= Change List Level b
BULLETS and choose one from the

. R Define New Bullet...
displayed choices.

In Word 2007 when you apply bullets, your list is also automatically indented
from the left margin. If you do not want this indentation you will need to
remove it. See previous instructions in this section about setting and
removing paragraph indentations.

Remove Bullets

When you want to add a paragraph underneath your last list item, you may find
that the bullets continue. This is because bullets and numbers are paragraph level
formats and Word will copy them from one paragraph to the next when you press
the ENTER key. When you don’t want the bullets any more, if you press ENTER
again, Word will assume that you have finished your list and remove it accordingly

» To switch bullets off:
Mouse

i. Click the cursor on the paragraph where the bullet is, or if the bullets are on
several paragraphs, select them.

ii. Click the BULLETS button in the PARAGRAPH group (the button will switch off)
Or Keyboard
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i. Click to position the cursor at the very end of last list item with a bullet.

ii. Press ENTER twice.

Define A New Bullet.

The bullets menu gives you a small selection of pre-picked bullet symbols for you
to choose from. If none of those is suitable for your list, you can define a new
bullet from scratch with a palette that contains a bigger selection of symbols. You
can also change the indent positions of your list items. (Using the paragraph

dialog)
[.[J'_:'.F‘”]E New: Bullet le
Bullet character
I ] ’ Picture... ] ’ Font... ]
Alignment:
Left
Preview
@ N
@ N
p N
’ Ok ]’ Cancel
» To define a new bullet
Mouse
|t= . i. Click on drop down arrow to right of BULLETS and choose DEFINE NEW

-@—

BULLET a dialog will appear.

ii. Click the SYMBOL button to select a different symbol.

dialog below:

iii. Initially Word displays symbols from the Symbol font.
different font by clicking the drop down list arrow to the right of the FONT box.

-

Symbol Ja1
Font: | Symbol

ClE|"|z|x|c| OKM = |Z|=|%]|. ‘—.J"
N|IFJ|R|p|®|O|T|n|u|D|o|c|c|c|e]|e
ZV|®©™|V| - |=|a|vioc =]l
ol @™ TUTMTLIM U] g
Recently used symbols:
p|T|€|£|¥|O|®|™|£|#|<|2|+|x oy
Symbol: 183 Character code: |183 from: | Symbol (decimal) [

(o ][ o]
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Wingdings, Webdings and Monotype Sorts have a large variety of useful
symbols to use for bullet points. When you alter the bullet symbol Word will
use that symbol for all new lists when the Bullets button is clicked

Click on a symbol from the palette to select it then |- 3il-- ?]X]
click OK to go back to the previous dialog. The | seactext:
selected bullet will be displayed in one of the

[ indude content from Office Online
preview panes.

Click the FONT button to access the FONT dialog L] u
if you want to make changes to bullet size and 2
style.

Click the PICTURE button to browse through a
gallery of picture bullets. This displays the picture
dialog right.

Choose a picture from the gallery or click IMPORT
to select a picture from disk and click OK

[ Import... ] [ QK ][ Cancel

Click OK to replace the existing bullets with your
custom bullet.

» To change bulleted list indents:

Mouse

(=

Vi.

Select the list.
Open the PARAGRAPH dialog using the DIALOG BOX LAUNCHER.

To change the bullet position, set the left indent to where you want the bullet to
appear

Indentation
Left: 0.7 cm Spedal: By:
Right: 0cm Hanging 0.3 cm

[ ] Mirror indents

From the SPECIAL drop down box select HANGING.
In the BY box set the measurement where you want the text to line up

Click OK to apply the new indents to the selected items and close the dialog.
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™

Numbering

11—  — -
a— [ A— | ==

=4
You can add numbers to paragraphs in a = |- |I= =) 24 1] AaBbCcDdEe >

document. Word lets you choose between a | Numbering Library
variety of different numbering styles. i i
» To apply numbers to a list: None i i
il iii

Mouse
i. Type the list. And select it.

ii. If you want blank lines of space between list | 2 2 I
items select the lines and use the AFTER 3. 3) .
setting in the PARAGRAPH dialog.

i— _iii. Click the NUMBERS button on the J/A a) a.
— PARAGRAPH group to apply numbers to | = b) b.
your list (the button will switch on). c. o) c

Or

= i. Use the drop down arrow to the right of the
NUMBERING button to see a selection of
numbering styles after making a selection
click to apply style to highlighted list.

Document Number Formats
Remove Numbers B N
2, by
When you want to add a paragraph
underneath your last list item, you may find
that the numbers continue. This is because

3. c)

bullets and numbers are paragraph level | Change List Level »
formats and Word will copy them from one Define New Number Format..
Eilr_?gr;\pkgy’fo the next when you press the ;f Set Numbering Value.

> To switch numbers off:

Mouse

i. Click the cursor on the paragraph where the number is, or if the numbers are on
several paragraphs, select them.

§E - . Click the NUMBERS button on the PARAGRAPH group.(Button will switch off).
Or

Keyboard

i. Click to position the cursor in front of the number to remove.
ii. Press BACKSPACE.

If you have switched numbers on and are typing your list, when you don’t
want the numbers any more, press ENTER to begin a new line — the number
will appear but if you press ENTER again, Word will assume that you have
finished your list and remove it accordingly.

© The Mouse Training Company

79

——
| —



: ; Word 2007 Introduction

Create Or Change A Numbered List

Word applies the number style that you chose last time you used the bullets and
numbering option. You may want to use a different numbering style.

» To change the numbering style:
Mouse

i Select the numbered list.

i— . ii. Use the drop down arrow to the right of the numbering button to see a selection
of numbering styles after making a different selection click to apply style to
highlighted list.

You may wish to create your own style of numbering

for your document this is very easy in 2007 | Define NeyNumberFormat(? [X]
Mumber farmat
> To create a numbering style Number style:
i i iy ..
M ouse Number format:
I
i=— . i. Use the drop down arrow to the right of the | sgment

frp—

NUMBERING button to see a selection of numbering Right
styles select at the bottom DEFINE A NEW |ecien
NUMBER FORMAT. The dialog box to the above
right is displayed with the options:

Number style: i,

i— _ii. Click the drop-down list arrow to the right of the ii.
NUMBER STYLE box. Word offers a variety of
different numbering styles for lists, standard Arabic
numbers, Roman numerals and so on.

oK |’ Cancel ]

iii.  Click on the required style from the displayed list. , :
| DefineNew Number Eormat Jd

Number format: Number format
. . R Mumber style:
iv.  Click on the FONT button. The FONT dialog opens L2 B[ e |

allowing you to select font options for the selected
number style.

v. After selection click OK to return you to the DEFINE
NEW NUMBER FORMAT dialog box.

Pr

vi. Add other characters to the NUMBER FORMAT text
box to enhance your number style. Use this option 287.
to add extra digits to numbers (e.g. if you want
extra decimal places) or to add prefix and suffix
characters (e.g. the word “lItem”, -dash etc.). 289.

288,

vii. Use the ALIGNMENT drop down box to allow a
change in alignment of the numbers to left, right or
centre. OK ]’ Cancel

viii.  Click OK to apply all options selected to your list.
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» To change numbered list indents:
i. Select the list.

[ ]ii. Open the PARAGRAPH dialog using the DIALOG BOX LAUNCHER.
iii.  To change the number position, set the left indent to where you want the bullet
to appear
Indentation
Left: 0.7 cm Spedial: By:
Right: 0 cm Hanging 0.3cm

[ ] Mirror indents

iv. From the SPECIAL drop down box select HANGING.
v. In the BY box set the measurement where you want the text to start.

vi. Click OK to apply the new indents to the selected items and close the dialog.
To Change Start Number Of List

Some list points can be several paragraphs long. When this is the case, you will
need to switch the numbering off for those paragraphs that “belong” to the
previous paragraph’s number. When you are ready to start numbering again,
Word will allow you to continue using the next number in

sequence. | setiNurmbermnsValue) J\J
(®) Start new list
> To change the start number: O Contire from previous st
Mouse Slftgalueho:
i. Click in the numbered paragraph you wish to change the |Preven:
number for. (o ) [ cancel ]
§E ~ ii.  Click on the drop down arrow to the right of the NUMBERING button and select,

near the bottom SET NUMBERING VALUE a dialog will appear.

iii. Enter the desired number value in the SET VALUE TO box and click OK. The
paragraph should now begin with the desired number.

» To continue numbering from a previous list: [ SesumberingValue [? [X |
(%) Start new list
M () Continue from previous list
i. Click in the numbered paragraph you wish to change the -
number for. Tft!a”m'
‘— _ii. Click on the drop down arrow to the right of the |~
2= NUMBERING button and select, near the bottom SET .

NUMBERING VALUE a dialog will appear.

iii. Select CONTINUE FROM PREVIOUS list and click OK your list should now
continue numbering from the previous list.
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Start A New List

There may be occasions where you need to end one list and | =ty Velue A3
begin a new one straight away. Unless you tell it otherwise, gizanri::;:f::;previouslist
Word will assume that the numbering should follow on in r
sequence from the previous list. s
» To restart numbering: il )
MOUSG [ OK ][ Cancel

i. Click in the numbered paragraph you wish to change the number for.

55 ~ ii.  Click on the drop down arrow to the right of the NUMBERING button and select,
near the bottom SET NUMBERING VALUE a dialog will appear.

iii. Select START NEW LIST and click OK your list should now start again from 1.
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Applying A Multi-Level List

All T
You can apply lists using Word's automatic  cyrent List

numbering tools that have many different list levels.
This is useful if the list you are creating has sub-
points which need to line up properly. Word will
initially use the top level style for all list items. Use
the keyboard to demote and promote items to the st Library
required levels.

1.

» To apply a multi-level list: None al 11
i) 1.1.1.
Mouse
i. Type the list one line under the other. * Article | Head | | 1 Heading 1
- Section 1.011 1.1 Heading 2
ii. If you want blank lines of space between list items . (a)Heading 2 | | 1.1.1 Heading
select the lines and use the SPACE AFTER setting

in the PARAGRAPH dialog. . Heading 1 Chapter 1 He:

=~/ iii. Use the drop down arrow to the right of the

: MULTI-LEVEL NUMBERING button to see a
selection of multi-level numbering styles after  Listsin Current Documents
making a selection click to apply style to
highlighted list.

» To promote an item:

Mouse -
Define Mew Multilevel List...

= . Position the cursor somewhere in the paragraph, Define New List Style...
' or if you want to demote several paragraphs,

select them and click the indent button in the paragraph group or press the TAB

key.
Or
| i. Use the drop down arrow to the right of the multi-level humbering button and
near the bottom choose CHANGE LIST LEVEL and select a new level for your
list.
» To demote an item:
Mouse

RIEa
"l

i. Position the cursor somewhere in the paragraph, or if you want to demote several
paragraphs, select them and click the outdent button or hold down the SHIFT

and TAB key.
Or
i=-| i. Use the drop down arrow to the right of the multi-level numbering button and
near the bottom choose CHANGE LIST LEVEL and select a new level for your
list.
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To Define A New Multi Level List

If none of the multi level lists suit your purposes it is possible to define one of your
own with many options all in one place to set the indents and number styles
required for your document

> TO define new IiSt efipeneyhultleveldist: _JKE1
M ouse Czllck level to m0d1|f".r: ;-I\\zils'lisatnges to:
t=-| i. Use the drop down arrow to 2 a Lok ey s
) the right of the multi-level | : b —
numbering button and near | ! a - e -
the bottom; choose DEFINE | ° S o
NEW MULTI-LEVEL LIST a e ik
dialog (above) will appear. e
Enter formatting for number: Startat: |1
ii. Select a level to modify (1-9) ] Font...

Mumber style for this level:

iii. Click the drop-down list 19,5
arrow to the right of the |....
NUMBER STYLE box. Word Number alignment: || ot ¥ Alignedat: [g,7 cm 5] Follow number with:
offers a variety of different | medrsentst  an & et
numbering styles for lists, [1 Add tah stop
standard Arabic numbers,

Roman numerals and so on. Lo J[ conce

iv.  Click on the required style from the displayed list.

|:| Legal style numbering

v. Click on the FONT button. The FONT dialog opens allowing you to select font
options for the selected number style.

vi. Add other characters to the ENTER FORMATTING FOR NUMBER text box to
enhance your number style. Use this option to add extra digits to numbers (e.g.
if you want extra decimal places) or to add prefix and suffix characters (e.g. the
word “Item”, -dash etc.).

Position
Mumber alignment: || ¢ Aligned at: |1 g em
Textindent at: 2,54 cm Set for All Levels...

Position

vii. Use the NUMBER ALIGNMENT drop down box to allow a change in alignment of
the numbers to left, right or centre.

viii.  Either enter a number or use the spin buttons to set the indent for the number or
character for this level.

ix. Either enter a number or use the spin buttons to set the indent for the text you
will type at this level (where you want your text to start).

X. If you want the same set of indents for all levels then click the SET FOR ALL
LEVELS button the indents chosen will be applied for all levels within your list.

Xi.  You may now work through the levels selecting the alignment , number stle and
formatting for as many levels as you would use.
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Xii.  Click OK to complete and create your new multi level list

Bullets And Numbering With The Shortcut Menu

You can apply Bullets and Numbering from the shortcut menu that appears when
you click the right-mouse button over a selection.

» To use shortcut menu
for bullets/numbering

D

Mouse <
= Decrease Indent
i Select the items to numbered or £E Incresse indent
bulleted. A | Font.
=W | Paragraph..
ii. Position the mouse anywhere .— . .. R
over the highlighted area and = e b [ ne
click the right mouse button. [ "
iii. From the resulting shortcut B b
menu, choose the Bullets or Tranwiate Pl v ||| TM || % . O ]
Numbering options you should Stes i

see the same options as if you & ||| > ||V
had used the drop down arrow
to the right of the buttons on

the home ribbon. . € + ™™

Verdana 12 - A" A7 Ai~

BI=#Z -A-&=:

jE ~| Document Bullets

iv.  Click on the style you want to =
apply that style of bullets or e
numbering to your selected text.

Apply Bullets And Numbers As You Type

You can tell Word that you are about to type a numbered or bulleted list by starting
the first list item in a special way. When you press ENTER to start a new line,
Word will autoformat your current text with standard bullets and numbers.

» To apply bullets as you type:

Keyboard

i. Start the list by typing an asterisk and then press TAB. Type the list text item
immediately after and then press ENTER. Word will change the asterisk to the
standard bullet symbol and start the next line with the bullet, ready for you to
type the next item.

» To apply numbers as you type:

Keyboard

i. Type the first number and press TAB. Type the first list item immediately after
and then press ENTER. Word will continue the numbering on the new line ready
for you to type the next item.

You can use a soft return to insert blank (un-numbered or un-bulleted) lines
between list items.
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SECTION 6 TABS & TABLES

By the end of this section vou will be able to:

Y
-

e

e

0K

o

1

10K
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Understand tabs

Use tabs to create a list

Set leader tabs within a document
Insert a table

Enter and format text on tables
Navigate and select text

Change the table layout

Format tables
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TABS

Tabs allow you to create simple tables of data that line up along a particular
vertical position. You can also use advanced tab settings to create paper forms for
print outs, or basic tables of contents. Generally, these items contain dotted or
solid lines for you to sign on or to indicate a page number for a topic - these lines
can be generated with leader tabs.

Basic tabs with alignment

There are several different kinds of alignments with tabs we will explore some of
them here.

A LEFT TAB stop sets the start position of text that will then run to the right as
you type.

[]

A CENTER TAB stop sets the position of the middle of the text. The text centers on
this position as you type.

+

A RIGHT TAB stop sets the right end of the text. As you type, the text moves to
the left.

A DECIMAL TAB stop aligns numbers around a decimal point. Independent of the
number of digits, the decimal point will be in the same position. (You can align
numbers around a decimal character only; you cannot use the decimal tab to align
numbers around a different character, such as a hyphen or an ampersand symbol.)

(][]

El A BAR TAB stop doesn't position text. It inserts a vertical bar at the tab position.

Default Tab stop

» To change default tab stop

Mouse
E i. On the PAGE LAYOUT Ribbon, click the PARAGRAPH DIALOG BOX
LAUNCHER.

ii. In the PARAGRAPH dialog box, click TABS.

iii. In the DEFAULT TAB STOPS box, enter the amount of spacing that you want
between the default tab stops.

When you press the TAB key, your tab will stop across the page at the
distance that you specified.

Set manual tab stops with ruler

You might want to use the ruler to set manual tab stops at the left side, middle,
and right side of your document. If you don't see the horizontal ruler that runs
along the top of the document, click the VIEW RULER button at the top of the
vertical scroll bar.

[L] You can quickly set tabs by clicking the tab selector at the left end of the ruler until
—— it displays the type of tab that you want and then clicking the ruler at the location
you want.
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» To use the horizontal ruler to set tab stops

By default, there are no tab stops on the ruler when you open a new blank
document.

The final two options on the tab selector are actually for indents. You can click
these and then click the ruler to position the indents, rather than sliding the
indent markers along the ruler. Click FIRST LINE INDENT , and then click the
upper half of the horizontal ruler where you want the first line of a paragraph to
begin. Click HANGING INDENT, and then click the lower half of the horizontal
ruler where you want the second and all following lines of a paragraph to begin.

When you set a BAR TAB STOP, a vertical bar line appears where you set the
tab stop (you don't need to press the TAB key). A bar tab is similar to
strikethrough formatting, but it runs vertically through your paragraph at the
location of the bar tab stop. Like other types of tabs, you can set a bar tab stop
before or after you type the text of your paragraph.

You can remove a tab stop by dragging it (up or down) off the ruler. When you
release the mouse button, the tab stop disappears.

You can also drag existing tab stops left or right along the ruler to a different
position.

When multiple paragraphs are selected, only the tabs from the first
paragraph show on the ruler. If you set manual tab stops, the default tab
stops are interrupted by the manual tab stops that you set. Manual tab stops
that are set on the ruler override the default tab stop settings.

Set manual tab stops with dialog

If you want your tab stops at precise positions that you can't get by clicking the
ruler, or if you want to insert a specific character (leader) before the tab, you can
use the TABS dialog box. To display this dialog box, double-click any tab stop on
the ruler.

|'J'ab: \__Ji.a
> TO Set manual tab Stops Tab stop position: D:fza?ulcilz-ntabsbops:
M O use Tab stops to be deared:
=] i. on the PAGE LAYOUT Ribbon, click the
PARAGRAPH DIALOG BOX LAUNCHER. Aligrment
(&) Left () Center () Right
ii. In the PARAGRAPH dialog box, click the TABS | ©bema O
. . Leader
button. The following dialog appears. S o o
O
iii. In the DEFAULT TAB STOPS box, enter the amount
of spacing that you want between the default tab
StOpS. [ OK ][ Cancel ]

When you press the TAB key, your tab will stop across the page at the
distance that you specified.

Tab stop position

Type the position on the ruler where you want to create a new tab stop, or select
an existing tab stop from the list to modify its properties.

Default tab stops

© The

Specifies amount of spacing that is applied each time you press the TAB key.
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Tab stops to be cleared

Displays tab stops that have been marked for deletion from the TAB STOP
POSITION list. Cleared tabs are deleted from the list when you click OK.

Alignment
LEFT Sets a left start position of text that will then run to the right as you type.

CENTER Sets the position of the middle of the text. The text centers on this
position as you type.

RIGHT Sets a right start position of text that will then run to the left as you type.

DECIMAL Aligns numbers around a decimal point. Independent of the number of
digits, the decimal point will be in the same position. (You can align numbers
around a decimal character only; you cannot use the decimal tab to align numbers
around a different character, such as a hyphen or an ampersand symbol.)

BAR Inserts a vertical bar at the tab position. Not used for positioning text.

Creating Leader Tabs

Use this feature to fill the empty space before a tab stop with dotted, dashed or
solid lines. This effect is most commonly seen in a table of contents. The right
aligned tab for the numbers in the example below has a dotted leader tab.

Chapter Lo 1
Chapter 2. e 12
AP T 3. 20
» To create a leader from an existing tab: [ Tabs 2Ix]
Tab stop position: Default tab stops:
Mouse L27am

Tab stops to be deared:

i On the PAGE LAYOUT Ribbon, click the
PARAGRAPH DIALOG BOX LAUNCHER.

ii. In the PARAGRAPH dialog box, click the TABS | *"

button. The TABS dialog appears. gl[:;:mal gézrm s
iii. Select the tab stop in the TAB STOP POSITION: | 0o 0s... o
list. Oa__

iv. Choose one of the 4 Leader types.

OK. ][ Cancel ]

V. Click on the SET button to save the tab.
Vi. Click on OK to return to the document.
You can also create the Tab from scratch in the Tab dialog box

» To create a new tab and assign a leader:

Mouse
i. On the PAGE LAYOUT Ribbon, click the PARAGRAPH DIALOG BOX
LAUNCHER.

ii. In the PARAGRAPH dialog box, click the TABS button. Type in the new tab
position in the TAB STOP POSITION: field
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iii. Choose the ALIGNMENT and optionally choose the LEADER (the default is
None).

iv. Click on the SET button to save the tab.
V. Choose OK.

The CLEAR button removes the selected tab, whilst CLEAR ALL removes all
the tabs in the selected paragraph(s). Note TABS are a paragraph format and
as such will display differently when you click in different paragraphs

TABLES

Tables give you the ability to lay information out in columns and rows. An example
of a table is shown below:

Item Action
Word 2007 manual was discussed — deadline | AM to complete manual and give a draft
has now been set for end of next week. copy to HB for proof reading and revisions.

Create Tables

When a table is created, Word will make the table as wide as the current page
orientation allows. Therefore, if you know your table is going to be quite wide, you
may want to switch to landscape before creating it. Your table is made up of rows

and columns. Where the rows and columns intersect to form boxes, Word refers to
those as cells.

Insert Page Layout References Mailings Review View

S LBl Q@ 2 5 53

age Table || Picture Clip Shapes SmartArt Chart || Hyperlink Bookmark Cross-reference | Header Footer
reak = Art & . * N

5x4 Table Links Header & Foo
F

K DI:H:H:H:‘-:-I-I=--;I-n-f.-ln-'--nl-z-u-ls-u
C1OO00]
== [ O
I O
O O

I | |

| Insert Table...
j Draw Table

Excel Spreadsheet

it

Quick Tables 3

> To create a table:

Mouse A
EE

ii. Click the table button on the INSERT ribbon, TABLES group. | i

i. Position the cursor where you want to insert the table.

iii. Do not click but move your mouse over the grid that appears, to highlight the
number of columns and rows that you want your table to have. These will appear
in your document and will continually adjust until you have all the rows and
columns you need.

iv.  Click the mouse. The table will appear in your document at the cursor position.

© The Mouse Training Company

91

D

——
| —



: ; Word 2007 Introduction

v. Enter text into your table.

i. Position the cursor where you want to insert the table.

ii. Click the table button on the INSERT ribbon, TABLES group and click on |t
INSERT TABLE from the menu. %

iii. Under TABLE SIZE, select the number of columns and

Insentlable, J\z

rows.
Table size

iv. Under AUTOFIT BEHAVIOR, choose options to adjust Number of columns: 5
table size. Mumber of rows: 2

v. If you will use this table size regularly then tick the | AutsFitbehavior
REMEMBER DIMENSIONS FOR NEW TABLES (%) Fixed column width: | Auto
checkbox O AutoFit to contents

vi. Click OK. () AutoFit to window

Vii. Enter text into your table. ] remember dimensions for new tables

You can add new rows by pressing TAB when the cursor is Lo J[ cone

in the last cell if you don’t know precisely how many rows
your table will need.

Table Navigation

When you are entering data into your table, you can simply click into different cells
with your mouse to move your cursor around. This will allow you to enter text into
different cells.

However, you may find it faster to move around using the keyboard. The table
below outlines some keyboard techniques for moving in a table:

To Press

Move to the next cell TAB (If the insertion point is in the last cell
of a table, pressing TAB adds a new row.)

Move to the preceding cell SHIFT TAB

Move to the preceding or next row | N or W

Move to the first cell in the row ALT HOME, or ALT 7 on the numeric
keypad (NUM LOCK must be off.)

Move to the last cell in the row ALT END, or ALT 1 on the numeric keypad

(NUM LOCK must be off.)

Move to the first cell in the column | ALT PAGE UP, or ALT 9 on the numeric
keypad (NUM LOCK must be off.)

Move to the last cell in the column | ALT PAGE DOWN, or ALT 3 on the
numeric keypad (NUM LOCK must be off.)

Start a new paragraph ENTER

Add a new row at the bottom of | TAB at the end of the last row
the table

Add text before a table at the | ENTER at the beginning of the first cell
beginning of a document
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Enter Data In A Table

You can enter text into each cell in your table — your text can even run to multiple
lines within one cell. Working within a cell is almost like working on a very small
page your text will wrap you can insert objects, set indents and numbering and the
text can be formatted as usual.

> To enter data in a table:

Keyboard

i. Position the cursor in the cell where you want the information, and type it in.

ii. Press ENTER to start a new paragraph within the same cell or SHIFT ENTER to
start a new line.

i Press TAB to move to the next cell.

Select Items In A Table

The table below outlines some methods for selecting table components:

Mouse
To Do this
Select a cell Click the left edge of the cell.
Select a row Click to the left of the row.
Select a column Click the column's top gridline

or border.

Select multiple cells, rows, or | Drag across the cell, row, or column; or
columns select a single cell, row, or column, and
then hold down SHIFT while you click
another cell, row, or column.

Select text in the next cell Press TAB
Select text in the previous cell Press SHIFT TAB

Or
i. You can also select rows, columns, or the entire table by
clicking on the table and then using the Select L@
commands from the SELECT button on the LAYOUT | ...
ribbon, TABLE group -
] | Select Cell
JH  select Column
B | Select Row
B  select Table
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Keyboard

To Press

Select the next cell's| TAB

contents

Select the preceding cell's | SHIFT TAB

contents

Extend a selection to | Hold down SHIFT and press an arrow

adjacent cells key repeatedly

Select a column Click in the column's top or bottom cell.
Hold down SHIFT and press A or ¥
repeatedly

Extend a selection (or | CTRL SHIFT F8, and then use the

block) arrow keys; press ESC to -cancel

selection mode
Reduce the selection size SHIFT F8

Select an entire table ALT 5 on the numeric keypad (with
NUM LOCK off)

Format Table Data

You can apply the same character and paragraph formats to table data as to
standard text.

» To format data in a table:
Mouse
i Select the data to format.

ii. Click the buttons to apply formatting from the HOME ribbon as discussed in
earlier sections

Word treats each cell in a table as a separate document. Be sure if you have have
used the enter key in a cell and are applying para graph formatting to select the
appropriate paragraphs. This means that when you use alignment options for
example, the data lines up between the edges of the cell according to the selected
alignment.

Change Column And Row Size

The initial width of the columns and height of your rows for your table will depend
upon the page orientation and how many columns or rows you selected to insert.
The standard widths that Word applies can be easily altered.

bz = N o
J a[] Height: 119 em 2 || BF Distribute Rows
AutoFit | =1 width: |5.27 em 2 || B Distribute Columns

Cell 5iz F

m
m
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» To change column widths and row height

Mouse

i. Ensure that nothing in your table is highlighted (click away from any highlighting
to remove it).

ii. Move the mouse over the right edge of the column whose width you want to
change — the mouse pointer will change shape (see below).

iii. Click and drag the column edge to make the column wider or narrower as
required. A vertical guide appears as soon as you start dragging allowing you to
preview the new position of the column edge and its width.

= (_|||s:e_) = I3

iv. Release the mouse. The column will “jump” to its new

width. )
21 Height: | 119em 3

— | . .
. . Tos Width: (527 cm
i. In the CELL SI1ZE group on the layout ribbon enter the row “

and column sizes you wish for the selected rows

Add Rows And Columns

A new row can be added to the bottom of a table by pressing the TAB key when
the cursor is in the last cell. If you need to, you can choose where new rows and
columns should be inserted or deleted from your table and add or remove them

accordingly.
. el |

» To add a row or column: a?<
Mouse Cielete Insert Insert Insert Insert
i. Select the row above or below where N Above Below  Left  Right

you want to insert the new row left or FRows & Columns P

right of where you would want a new

column.

ii. Select from the ROWS & COLUMNS GROUP on the LAYOUT ribbon where you
would want to insert a row or column.

iii. A new column or row will appear. Repeat for more.

Remove Rows And Columns
You can delete selected rows and columns from your table if ﬁ
Delete

they are no longer needed.

» To remove rows: -
o Celete Cells...
Menu g | D
#' Delete Columns

i. Select the cells, rows or columns that you want to delete.
Delete Rows

="
ii. Select the Delete button from the ROWS & COLUMNS i Delete Table
GROUP on the layout ribbon. Choose one of the options. =
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Text Alignment

Because your rows and columns may have different quantities of data in them it
may be necessary to align certain textual elements to various parts of the cell. |.E.
you may have a one word tile in a tall cell and wish to align it to the very centre of
the cell.

» To align text
Mouse HEE A3 J
_ _ _ HEE
i. Select the cell or cells you wish to align the text for. Text Cell
.. . =l [= pirection Margins
ii. Choose an alignment from the ALIGNMENT group on

Alignment
the LAYOUT tab.
g | Igble)Options, JLE
If aligning the text does not put your text where you | ocfutcelmergrs
want it you may set the cell margins as you would for a | me: |oen leftr [0.15 cm
document to line up your text perfectly Bottom: |0 cm Right: |0.13 m

Default cell spacing

i. Select cell margins from the ALIGNMENT group on
the LAYOUT tab a dialog will appear.

[] allow spacing between cells
Options

.. . . . jcall i fi
ii. Enter required margin sizes for selected cells. e

OK ] [ Cancel

iii. Click OK to apply
Table Borders And Shading

When you insert a table, Word automatically borders the outline and all the
gridlines within — these will appear on a print out. You may want to change the
border style and colour or even remove the borders altogether. You can also
shade in parts of your table to emphasise them.

iEl Borders T| Yapt
Bottom Barder

You can decide which borders should appear in parts of the
table, or in the table as a whole. Tap Barder

> To choose the bordered edges: Sl

Mouse

i. Select the cell(s), row(s) or column(s) <% shading~ All Borders

where you want to change which edges |§:§:§Bm,dersq
are bordered, or select the whole table.

Cutside Borders

H

== | Inside Borders

Inside Harizontal Border

ii. Click the drop down arrow on the right of the BORDERS
button on the TABLE STYLES group on the design ribbon.

Inside Yertical Border

Diagonal Down Border

iii. From the palette that displays, click the button that
displays the required option to control which edges of the
selection will have borders and which will not. 4

Diagonal Up Border

Harizontal Line

Draw Table

e View Gridlines

;] Barders and Shading...
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Border Style

You can change the line style, thickness and
colour that Word uses to border the elements

that make up your table.

2007 by drawing the border around the cells.

> To draw border

Mouse

Vi.

Vii.

Or

Click within your table
Click on the DESIGN ribbon.

We do this in Word Vapt =

2 ~ Diraw | Eraser
s Pen Color - Table
Draw Borders M

On the DRAW BORDERS group select a line style from the topleft box (use drop
down arrow) the DRAW TABLE button will be enabled

Select a thickness for your border
from the box beneath using the drop

down arrow

Finally choose a pen colour from the

button marked.

Click on the border of a cell and drag
along the border of a cell ansd

release. A border will be applied with

your selections.

Repeat step around cell or table to apply your border formatting

» To apply border

Mouse

© The Mouse Training Company

Select the drop down arrow to
the right of the border tool
button in the PARAGRAPH
group and select BORDERS AND
SHADING

Click on the BORDERS tab and
choose the required border style

Select a thickness or colour for
the border

Select an option from the left on
where to apply the border.

Use the buttons on the right hand side of dialog to apply

[ Borders and Shading

Borders | Page Border | Shading

Setting:

E
=
B[
&

Custom

Horizontal Line...

Style:

Automatic
Width:

Yapt

P[]

Click on diagram below or use
buttans to apply borders

Apply to:
Paragraph

OK. Cancel

different borders top, bottom, left or right

Click OK to apply borders to selected cells

——
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Preview

Click on diagram below or use
buttons to apply borders
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Table Shading

You can apply shading to tables using an option on the
TABLE STYLES group on the DESIGN ribbon.

» To apply shading:
Mouse

i. Select the cell(s), row(s) or column(s) where you want
to apply shading or select the whole table if you want to
shade the whole table.

ii. Click the drop down arrow to the right of the Shading
colour button on the TABLE STYLES group on the
DESIGN ribbon. to display a list of different colours.

iii.  Click the required colour to apply it to your selection.

3 Shading =

Theme Colors

I:l |
.|||||||||

Standard Colors

Mo Calar

i

IMaore Calars...

You can remove shading by selecting the items that are shaded, clicking the

Shading Colour button and choosing the No colour option

Table Styles

Zolumn Plain Tables

There are many predefined
styles available to enable _
you to create a consistently
formatted table quickly and
easily that looks
professional.

alumn

» To apply a table E===1 ] === ] === ‘
style

Mouse

i. Click within the table you
wish to format.

ii. Move your mouse cursor
over the various styles.
The style will preview on

© The Mouse Training Company

your your table. When
you have located the style g R
you wish click and the B o Tabie Siyle..
style will be applied.

[ o= )




Word 2007 Introduction

Merging And Splitting

When you have inseted your table there may be times in a |
number of cells that you would want them as one cell and ]
not several and similarly you may wish for one cell to be erge Split  Split

split into several. In 2007 this feature is easy to do. Not only ellz Cells  Tahle
can you split cells but you can split a whole table into
multiple tables if the need arises

Merge
» To split cells

Mouse

i. Select the cell(s) you wish to split

ii. Go to the MERGE group on the LAYOUT ribbon and click the SPLIT CELLS
button.

» To merge cells
Mouse
i. Select the cells you wish to merge.

ii. Go to the MERGE group on the LAYOUT ribbon and click the MERGE CELLS
button.

» To split Table
Mouse
i. Click in the row that you wish to be the first row of the split table.

ii. Go to the MERGE group on the LAYOUT ribbon and click the SPLIT TABLE
button.

iii.  The table will split above the row your cursor is in.

Repeating Table Headings

When a table spreads across more than one page, it can be useful to

automatically repeat the first row(s) of the table on each page as the =]
first row(s) will often contain headings that apply to the columns of i’
the table. If you choose to repeat table headings, the rows you have

chosen will automatically be inserted at the top of each new page the Repeat

table spreads onto. To edit the heading rows or make formatting Header Fows
changes, you must go back to the top of the table as it is simply an
image of the first row(s) on the other table pages.

» To repeat table headings:
Mouse

i. Select the rows that you want to repeat at the top of each page the table prints
on.

ii. Go to the DATA group on the LAYOUT ribbon and click the REPEAT HEADER
ROWS button

© The Mouse Training Company
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You will only see the repeating headings when you are in Print Layout or Print
preview

© The Mouse Training Company
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SECTION 7 PROOFING TOOLS

By the end of this session vou will be able to:

{13

Spell check documents

(3

Grammar check documents

Use Thesaurus

w

© The Mouse Training Company
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SPELL CHECKER & THESAURUS
Auto Spelling /Grammar Check

The proofing tools in Word are very useful in ensuring that the documents you print
and distribute are as error-free as possible.

fy _l_,l a‘& {2, Translation ScreenTip ~
i Bl % g

Set Language

Spelling & Research Thesaurus Translate ..
Grammar gz3] Word Count

Proofing

Word 2007 automatically checks spelling and grammar as you type provided the
options have been set in the Word Options. Spelling mistakes are flagged by a
wavy red line under the error whilst grammatical faults show with a wavy green
line. You can correct these mistakes as they are flagged by moving the mouse over
the error and clicking the right mouse button — a shortcut menu will appear
offering suggestions.

» To correct a flagged mistake:

Mouse

i. Click the right mouse button over the flagged mistake (e.g. a miss-spelt word).

ii. Click on a suggestion from the top section of the short cut menu to replace the
flagged word or phrase with the one offered by the spell/grammar checker.

Or

i. Choose IGNORE ALL to prevent Word from flagging any other occurrences of the
word or phrase (useful with proper nouns, peoples’ names etc.) within the
current document.

Or

i. Select ADD to add a copy of the flagged item to your custom dictionary — this will
ensure that the word/phrase remains unflagged when you use it in the future.
And if it is misspelt in the future it will flag you to let you know it is misspelt.

The AutoCorrect option gives another sub-menu of words pulled from the
AutoCorrect list — these are generally the same as the suggestions at the top
of the menu unless you have added a number of typographical errors to the
autocorrect list manually.

© The Mouse Training Company
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Manual Spelling/Grammar Check

You can check the spelling and grammar of your document in one go by launching
the spell/grammar checker. There are several ways you can do this, but as Word
will start checking from wherever your cursor is down the document; it makes
sense to first move the cursor to the very beginning (use CTRL HOME) before you
commence the check).

» To launch the spelling/Z/grammar checker:
Mouse

i Click the SPELLING & GRAMMAR button from the REVIEW ribbon in

the PROOFING TOOLS group. Spelling &

Grammar

ii.  Word will launch the Spelling and Grammar dialog shown below:

spellingiand Gramman: English (1K) Jﬂ
Mot in Dictionary:
You. can- enable. ore disable: an- option: by- Ignore Once

chacking-or-unchecking its-box. - Ell

Ignore Al
Add to Dictionary

Suggestions:

Change
unshackling
Change Al

AutoCorrect

Dictionary language: |English {LLK.)

Check grammar

[ COptions... ] ’ Undo l Close

iii.  The “error” shows in red in the box marked NOT IN DICTIONARY while any
suggestions are listed in the box below. Down the right-hand side of the dialog
are a series of buttons allowing you to carry out different commands and these
are described below:

» To ignore the mistake:
Mouse
i. Click IGNORE to ignore the highlighted word and move on to the next item.
Or

ii. Click IGNORE ALL to ignore all occurrences of the highlighted item throughout
the current document and move to the next item.

» To add a word to the custom dictionary:

Mouse

i. Clicking ADD TO DICTIONARY appends the highlighted word to your custom
dictionary, ensuring that it will never be flagged as an error again. The
spelling/grammar check will move on to the next item.

» To change the mistake:

© The Mouse Training Company
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Mouse

Select the suggestion you want to replace the highlighted item with by clicking it

with the mouse.

Click the CHANGE button, to substitute the suggestion for the flagged word and

If you have made the same mistake throughout a document, when the
spell/grammar check hits the first one you can correct them all by clicking the

CHANGE ALL button. The check will move on to the next item.

Click AUTOCORRECT to allow Word to make a decision about the error for you
using its AutoCorrect feature (described later in this manual).

If you don’'t like the replacement you can click the UNDO button which will

become available at the bottom of the dialog to go back one step.

To alter any Spelling or Grammar checker settings, click the OPTIONS button.

ii.

move you to the next item.
Or
i.

» To use Autocorrect:
Mouse
i

» To undo a command:
Mouse
i

» To alter options:
Mouse
i.

The following dialog box will appear:
ii.

© The Mouse Training Company

You can enable or disable an option by checking or unchecking its box. Click OK

to save the new settings and return to the spell/grammar check.

VYord Bptions:

Papular
Display
Praofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

ABC|
2“ 5 Change how Word corrects and formats your text.

AutoCorrect options

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

‘When correcting spelling in Microsoft Office programs

lgnare words in UPPERCASE

gnore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

D Enforce accented uppercase in French
|:| Suggest from main dictionary only

Lustom Dictionaries...

French modes: | Traditional and new spellings ‘Lil

‘When correcting spelling and grammar in Word

Check spelling as you type

D Use contextual spelling

Mark grammar errars as you type
Check grammar with spelling
D Show readability statistics

Writing Style: | Grammar Cnly I . Settings...
Recheck Document

Exceptions for: hﬁi] whole Word 2007 intro (Repaired}.dooc Emi

D Hide spelling errors in this document only
|:| Hide grammar errors in this document anly

OK

Cancel

2]
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Pausing The Spell/Grammar Check

When a check is launched, you can see the highlighted items that Word considers
to be errors behind the dialog box that it supplies to correct them. If none of the
options in the dialog box are suitable you can follow the instructions below to make
changes.

» To pause the spelling/Zgrammar checker:
Mouse

i. Click outside the box, in the document itself and make manual corrections. This
will pause the spell/grammar check (the dialog box options will appear
“dimmed”).

ii. Once you have finished editing, click the RESUME button to reactivate the
spell/grammar check.

End The Check

When Word can find no further errors it will display the following dialog box:

i. Click OK to complete the check.
| WrcrosotiOiice Wornd \31

L)
\]:J The speling and grammar check is complete,

Keyboard
i.  You can launch the spell/grammar check using the keyboard by pressing F7.

Word displays fewer buttons in the Spelling & Grammar dialog box if it is checking
a grammatical error and you will see a NEXT SENTENCE button which you can use
to move to the next item.

Check Item By Item

You can make use of this feature if Auto spell or grammar is enabled.
» To check item by item:

Mouse

< i. Click the book icon on the status bar — Word will highlight the first “mistake” and
offer you a shortcut menu of alternatives.

ii.  Pick your choice from the menu.

iii.  Click the book icon again to move to the next error.

© The Mouse Training Company
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Disable/Enable Auto Spelling And Grammar

Check
Word 2007 settings are found by clicking the OFFICE BUTTON within Word
Options. The dialog box that appears has multiple buttons on the left, which aim
to group options of a similar type.
» To disable the automatic spell/grammar check:
Mouse
i. Click on the OFFICE BUTTON and then WORD OPTIONS at the bottom of the
menu.
ii.  Click the button marked PROOFING on the left
iii. Click the check boxes marked CHECK SPELLING AS YOU TYPE and CHECK
GRAMMAR AS YOU TYPE so that the tick disappears.
» To switch back on:
Mouse
i. Simply follow the instructions above but click the check boxes so that the tick
reappears.
When disabled, the spell checker and grammar checker can be run ?
manually whenever you wish, by clicking the Spelling and Grammar zpzlling &
button. Grammar
Thesaurus
Research v X
Word’s Thesaurus can be used to look up alternatives to words ...
you have typed in a document. Whilst it mainly helps to find  |nighiight 5]

synonyms to words, in some instances it will also look up
antonyms. You can then click buttons in the dialog box to
replace the looked up word with your chosen synonym.

> To launch the Thesaurus:

E

Mouse

Thesaurus
i. Select the word you want to look up.

ii. Click the THESAURUS button from the REVIEW ribbon in
the PROOFING TOOLS group.

Or

Keyboard
i. Hold down SHIFT press F7 key.

ii. The Thesaurus task pane is shown right.

iii. The SEARCH FOR box holds the word you selected before
launching the thesaurus. In the main area underneath you
will see bold words with a minus to one side to expand or
collapse that definition. Multiply definitions may be there as
many words hold a different definition in different contexts

107

Thesaurus; English (UK.}

=l Thesaurus: English (U.K.)
= emphasize (v.)
emphasize
draw attention to
underline
stress
show up
underscore
bring to light
= best part (n.)
best part
high spot
focus
climax
feature
main part
focal point
=l Can't find it?

Try one of these alternatives
or see Help for hints on
refining your search,

é.;j, Research options...
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Choosing A Meaning:

If the synonyms offered don’t match the context in which you are using the word
you are looking up, you can select a different meaning.

» To choose a meaning:

Mouse
i.  Move your mouse over the most appropriate word, a drop | = Thesaurus: English (U.K.)
down arrow will appear. = suitable (adj.)
ii. Select an option if you choose to look up then the suitsble V|
thesaurus will look for other synonyms of that word. fitting| 53 Insert
iii. Choosing insert will replace selected word in document. @t |53 Copy
. . . . PIEPEI Y Look Up
iv.  Choosing copy will allow you to paste the word later in an -

appropriate place in your document.

You may leave the thesaurus TaskPane open and type other words directly
into the SEARCH FOR text box and pressing ENTER or you may elect to
close the TaskPane by clicking on the cross in the top left hand corner

Searching Other Sources

If the thesaurus does not offer you the results you wish you may elect to go online
and use the thesaurus to search other reference books. Clicking on the research

options at the bottom of the TaskPane allows you to set options for where the
thesaurus will search. See below.

-

! - |
Heseanuhuplions; iﬂ

To activate 5 service for searching, select the check box assodated with that service.
Services:
[] Encarta Dictionary: French =
[ Foreign word Speliing Look Up {Korean)
[ Hangul vord Romanization {(Korean)
[ Local address Search (korean)
Thesaurus: English (UK.}
[ Thesaurus: English {U.5.)
Thesaurus: French (France)
Thesaurus: Spanish {International Sort)
Translation
Research Sites
[] Encarta Encyclopedia: English (Morth America)
Encarta Encydopedia: English (U.K.}
[] Encarta Encydapedia: French {Canada)

Factiva ivWorks™ |:|
| I T I Y 0, U < WA I

[&dd Services... l [update,.'Remo'v'e... ] [Earental Caontral... ]

[ OK ] [ Cancel

© The Mouse Training Company
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SECTION 8 PAGE LAYOUT

By the end of this session vou will be able to:

13

Insert page breaks

Change margins and page orientation

El

Create headers and footers

E1s

#® Number pages

© The Mouse Training Company
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PAGE SETUP

Page Setup Group

The PAGE SETUP group can be
found on the PAGE LAYOUT
ribbon and contains many of the

B N

useful tools are found here as well (covered in other
sections) they are easy to use and are easier to access
than using the PAGE SETUP dialog

» To apply margins

Mouse

Click on the MARGINS button on the PAGE LAYOUT
ribbon in the PAGE SETUP group the menu right — will
be displayed

Make a selection to apply margin sizes to document.

If the sizes are not what you wish click on CUSTOM
MARGINS to open the PAGE SETUP dialog box to
enter custom sizes. (next Topic)

» To change orientation

Mouse

Click on the ORIENTATION button on the PAGE
LAYOUT ribbon in the PAGE SETUP group the menu
right — will be displayed

Choose either landscape or portrait to change the

layout of your document.

» To change paper size

Mouse

Click on the SIZE button on the PAGE LAYOUT ribbon
in the PAGE SETUP group the menu right — will be
displayed

Select a size from the most popular sizes present.

If the sizes are not what you wish click on MORE
PAPER SIZES to open the PAGE SETUP dialog box
for more options. (next Topic)

110

There are some settings that apply themselves to documents as a whole rather
than just the selected portions. These include margins, paper size and orientation
and some others. There are many easy ways for changing the page setup in Word
2007 they can be found on the page layout ribbon but all the options and more are
in the page setup dialog box.

=l
k=, Breaks -

=

£ Line Mumbers ~

. . Margins Orientati: Size  Cal

basic settings to apply to your arf“ns nen,a en I,E :'lem bi~ Hyphenation ~
page such as margins, paper noeiy 5
size and orientation. Other

B3 Ij Y= Breaks
=) £ Line MU
Margins|Orientation Size Columns

- - - - b~ Hypher

Last Custom Setting
Top: 254 cm  Bottom: 2.54 cm
Left: 254 ecm  Right: 2.54 cm

Mormal
Top: 2.54 cm
Left: 2.54 cm

Bottom: 2.54 cm
Right:  2.54 cm

Narrow
Top: 1.27 ecm
Left: 1.27 tm

Bottom: 1.27 cm
Right: 1.27 cm

Moderate
Top: 2.54 cm
Left: 1.81 em

Bottom: 2.54 cm
Right: 1,91 ¢m

Wide
Top: 2.54 cm
Left: 5.08 cm

Bottom: 2.54 cm
Right: 5.08 cm

=

Mirrored
Top: 2.54 cm
Inside: 3.18 cm
Custom Margins...
I
Orientation| 5ize C

- -

g Paortrait
= Landscape

> =, Breaks v
£ Line Numbers -
S| L C:nlunms

b Hyphenation =

Bottom: 2.54 cm
Qutside: 2,54 cm

Letter
J 21,59 am x 27 94 cm

Tabloid
J 2794 cm k43,13 cm

Ledger
4318 cm x 2794 tm

Legal
21.59 cm x 35,55 cm

Execufive
1841 em x 26 67 cm

A3
29.7 em x 42 em

Ad
21 am x 29.7 cm

TR T
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Page Setup Dialog

» To access the Page Setup dialog:
Mouse

I To access the dialog go to the PAGE LAYOUT ribbon and click on the DIALOG
BOX LAUNCHER on the PAGE SETUP group. (The dialog below appears)

There are three tabs within the dialog box, each relating to a different page setting.
Margins Tab

The margin measurements control the amount of white space that shows around
the four edges of your page.

» To change Margins:
Mouse
2]

i Click the up and down arrows [-P'-_-galetu_p
(spin buttons) in the boxes

labelled Top, Bottom, Left and
Right to increase and decrease
the margin measurements. Or
type in the measurements you

Margins Paper Layout

Bottom:
Right:

Gutter position:

2.54am
2.54an
Left

require.

ii. The PREVIEW represents a
printed page and will alter to

A

show you what the new Bt |\
margins will look like. Pages
Multiple pages: MNormal
Gutter

iii.  When a document needs to be
bound, you can reserve the
amount of space needed for
the binding by setting the
gutter measurement. This will
ensure that the binding will
not “eat” into the left margin
(the left margin measurement
is unaffected by the gutter).

Apply to; | This section

Default., .. ’ OK

iv.  Click the up and down arrows in the GUTTER box to change the gutter settings —
the PREVIEW will show you the effects of your new settings.

| [ e ]

Orientation

v.  Click the option button for either PORTRAIT or LANDSCAPE. Portrait is the
default orientation. The Preview will show you what the page will look like if you
confirm the settings.

© The Mouse Training Company
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Paper Tab

Paper Size

» To change paper size:

Mouse

Click the Paper Size drop-down
list to pick out the standard paper
size or envelope size that you
want to print the document on.

If you are printing on a piece of
paper of a non-standard size, you
can choose the Custom size
option and then use the Width
and Height boxes below to set the
exact of your page. The Preview
will display the chosen size.

Paper Source

» To set the Paper Source:

Mouse

Margins

This tab contains settings to control |2y [?]%]
the size and print options for your
pages.

Width:

Height:

Paper Layout

2lcm

29.7cm

Qther

Automatically Select

OnlyCne
T
Apply to: | This section _. Print Options. ..
Default... [ oK ] [ Cancel I

With a document that runs to several pages, you may need to specify that the first
page should be printed on headed paper, while the other pages should be printed
on normal blank sheets.

Click the tray in the First page list that you want to print the first page of your

document on.

Click the tray in the Other pages list that you want to print all other pages of your

document on.

You can also specify manual feed when the paper you wish to use is not pre-

loaded. This will allow you to load paper into the printer and then press the On-

line button to commence printing.

——
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Layout Tab

This tab contains settings that relate primarily to sections within a document. This
topic is not discussed in this =SS

manual. However, you can use H--‘“”“H Jﬂ
the layout tab to set various || wegns| Feper
options relating to your headers | ...
and fOOterS. Section start: Odd page %]

[=

Headers and Footers Headers and footers

\% h R Different odd and even
ou can use these Settlngs to [ et st e

determine how far from the edge eader: L5 B
of your page the header and From edge:
footer will print. i

Fai

Footer: |[1.25em m

=]
m

Vertical alignment: |Top |__-

» Set the From edge
amount:

Mouse

i. Change the measurements by
clicking the up and down
arrows in the Header and
Footer From edge boxes — a
higher number will move the —

‘|H‘|H‘|H‘|H‘ |

Apply to: | This section ksl [Line Numbers... ] [ Borders... ]
header or footer further away || = -
from the edge of your paper [ oc ) [ conee |

(i.e. further into your
document), while O represents the edge of the paper.

You won't see these settings change on the page preview within the dialog, but you
will notice in the views that display the header and footer.

It is important that the header and footer margins are never larger than the
margins for the page.

© The Mouse Training Company
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Headers And Footers

Mouse

Headers and footers are used for items that you want to
appear on every page of your document. The header
appears in the top margin and the footer in the bottom
margin. Examples of the types of things you might want
as your header would include, a logo the current file name
or the current date and time. The most common footer
item is page numbers.

38 5

Header Footer Page
- i Mumber~

Header & Footer

When you are adding header or footer items, Word automatically sets the view to
Print Layout as this is the only working view where you can see the header and
footer area. (there is print preview mentioned later. While you are in the header or
footer, the rest of the document appears dimmed to show that it is currently
unavailable for editing. As soon as you close the header or footer, your document

comes back “online”.

> To insert headers and footers:

=
EENE
Header| Footer Page

Mumber -

4 A= & Signature Lir

jE)Date & Time
Drop
Cap~ "@80bject ~

A} 2

Text Quick WordArt
Box~ Parts - =

Built-In
Blank

Go to the HEADER & FOOTER group on the
INSERT ribbon and click the HEADER or
FOOTER button.

[Type tet]

Blank (Three Columns)

i

Select a choice from the displayed selection
to apply it to your document.

[Type text]

Alphabet

[Tyme text] [Type bt ]

[Type the document title]

Click on EDIT HEADER (or footer) to open
them up for editing.

Annual

Within the header section, enter the items
that you want to appear at the top of each
page. Word has pre-set tabs that you can
use to place items at the centre and right
hand side of the page; simply press the tab

2| Edit Header

=] . .
5% Remove Header

[Type the document title] | [Vear]

key to move the cursor to these positions.

8

Word-2007-Introduction

Format the items as you would document text.

If you want to set up a footer, click the GO TO
HEADER or GO TO FOOTER button in the
NAVIGATION group on the DESIGN ribbon —
Word will display the footer section which also -
contains pre-set centre and right tabs.

j Previous Section
(5, Next Section
‘%‘3 Link to Previous

&

Goto
Footer

Mavigation

Enter the items to appear at the bottom of each page in the footer.

Close Header
and Foater

Close

© The Mouse Training Company
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Vi.

When you have finished, click the Close button on the far right of the design

ribbon

Insert Header And Footer Basic Field Codes

The DESIGN ribbon for Headers and Footers has some buttons that you can use to
place the current DATE & TIME, or the PAGE NUMBER and in the header or

footer. The buttons insert these items as field codes.

print it out.
I~ ElEl JI (5, Previous Section
. T = v
. =9 = o =[5 Next Section
Page Date | Quick | Picture  Clip soto Goto

Mumber~ || & Time | Parts = Art Header Footer

Joter B Document Property

P11 'E[—'] Field...
@ EBuilding Blocks Crganizer...

Dﬁ. Get Mare an Office Online...

> To insert Date

Mouse

iv.  Select and format it as though it were text
v. Click the CLOSE button on the design ribbon to close the header and footer.
Field codes display grey shading when you click on them. You can delete them by
dragging over them with the mouse to select them and pressing the DELETE key.
» To enter page numbers
Mouse

© The Mouse Training Company

Go to the HEADER & FOOTER group on the INSERT ribbon and click the

HEADER or FOOTER button click on EDIT HEADER or footer.

Position the cursor where you want the information.

Click the DATE & TIME button from the DESIGN ribbon

Go to the HEADER & FOOTER group on the
INSERT ribbon and click the HEADER or FOOTER
button click on EDIT HEADER or footer.

Position the cursor where you want the
information.

Click the PAGE NUMBER button from the
DESIGN ribbon and make a selection choosing
any one of the first four options opens a side bar
allowing you to place the number left, centre or
right. If these are not what you want then click on

115

B B E

ﬂ —5-3 ﬁ
Page Date Quick

Mumber =!|| & Time Parts~

Field codes are pieces of
program code that give Word an instruction to do something in the document at
the point they have been inserted. The main reason they are so useful to use is
that they will update automatically every time the document is saved or printed.
So for example, if you were printing a daily time sheet, you could insert a date field
in the header which would always return the current date, regardless of when you

1k

Top of Page
Eottom of Page
Page Margins

Current Position

Format Page Mumbers...

Eemove Page Numbers
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current position to insert the numbering where your mouse cursor has been
placed.
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» To format page numbers

Mouse

i. Go to the HEADER & FOOTER group on the |isiliuisr Fusuas HER
INSERT ribbon and click the HEADER or FOOTER 1
button click on EDIT HEADER or footer.

Mumber format: ||

[ include chapter number

i. Double click on the header or footer in page layout
view. (if one has previously been inserted)

Fage numbering

@ Continue from previous section

ii.  Click on the field containing the page numbers. O startat:

iii. Click the PAGE NUMBER button from the DESIGN
ribbon and select FORMAT PAGE NUMBERS from
the options the following dialog will appear.

OK ] ’ Cancel

iv.  Select the number format from the drop down box at the top
v. Click OK.
» To remove page numbers

Mouse

i. Go to the HEADER & FOOTER group on the INSERT ribbon and click the
HEADER or FOOTER button click on EDIT HEADER or footer.

i. Double click on the header or footer in page layout view.
ii.  Click on the field containing the page numbers.

iii. Either Click the PAGE NUMBER button from the DESIGN ribbon and select
FORMAT PAGE NUMBERS OR press the DELETE key.

Suppress Page Numbers

Word gives you an option not to print a number on the first page of your
document. This may be useful if you have included a title page at the beginning of
your file where you don’t want a number.

» To suppress numbers on the first page:

Mouse

i. Open the page layout dialog by clicking on the DIALOG BOX LAUNCHER from
PAGE SETUP group on the PAGE LAYOUT ribbon

ii. Go to the LAYOUT tab
iii. Check the box marked DIFFERENT FIRST PAGE.
iv.  Click OK to save the settings and close the dialog box.

v. You now have a different section in your header called FIRST PAGE HEADER
which you can employ a completely different header and footer including no
numbering.

© The Mouse Training Company
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Different Odd Even Page Numbering

Word also gives you an option to allow you to place your page numbering in
different locations on odd and even pages. It is useful if you are going to print our
document and bind it you may wish the page numbers on the outer side of each

page.
» To apply different numbering for odd/even pages:

Mouse

i. Open the page layout dialog by clicking on the DIALOG BOX LAUNCHER from
PAGE SETUP group on the PAGE LAYOUT ribbon and go to the LAYOUT tab

ii. Check the box marked DIFFERENT ODD AND EVEN.
iii. Click OK to save the settings and close the dialog box.

iv.  You now have a different sections in your header or footer called ODD PAGE
HEADER and EVEN PAGE header where you can employ completely different
headers and footers including numbering in different locations

Using Pictures In Headers And Footers

If you need a picture to appear on every page of your document, you can put it in
the header or footer. Because pictures are graphics, they aren’t confined to the
margin areas like text in headers or footers, so you can place them on the middle
of the page if you like. This can be very useful for company logos. (just like this

manual)
2]

e e

I

» To insert a picture in
a header/footer:

Mouse

ii Go to the HEADER & |~
FOOTER group on the
INSERT ribbon and click the
HEADER or FOOTER button
click on EDIT HEADER or
footer. i

Or o r 3 |

ii. Double click on the header or footer in page layout view. (if one has previously
been inserted)

iii.  Ensure your mouse cursor is in the correct position within the header or footer.
iv.  Click the PICTURE button on the DESIGN ribbon a dialog box will appear.

Vv. Browse to locate the picture you wish to insert and click on insert.

vi. Resize the picture as necessary by using the corner handles to click and drag.

vii. With the picture selected, you can format it by choosing options from the
FORMAT ribbon. (Covered in advanced)

viii. Drag the picture around the header or footer until it is in the correct position.
Click CLOSE from the design ribbon to close the header and footer.
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The picture can only be seen in PAGE LAYOUT view or PRINT PREVIEW
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SECTION 9 VIEWING AND PRINTING

By the end of this section vou will be able to:

# Use different views
#% View multiple documents
% Preview documents

# Print documents

© The Mouse Training Company
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VIEWING YOUR DOCUMENT

This section concentrates on the different ways a Word document can be viewed.

Word provides several different ways a document can be viewed on screen. The
view that you choose depends on the type of document that you are creating, and
whether speedy performance or exact layout is important to you.

You can switch between different views using the view buttons at the bottom left
corner of your screen (seen below) or by choosing the VIEW ribbon and then

selecting the appropriate view from the displayed choices in the DOCUMENT
VIEWS group.

Reading Outline
Layout View
N —
Print Layout — | | E Eﬁ I—_\L = | = | 140% =T m _’_i_'\
View 18 Bl S s - E.!.—-!.-j A . E!—'.i
Web Layout A \ (Draft)
View Normal
Draft View

This view shows the document being viewed or edited as a scrolling list. Page
breaks are represented as dotted lines across the screen. Draft view doesn’t
display graphics or inserted objects but it is the quickest view for editing and
review purposes as it uses less memory. It is therefore a good view to use when
working on long documents. (in earlier versions of word called normal view)

> To switch to draft View:
Mouse

i.  Click on the fifth view selector button (draft view).

Or

i. Click on the DRAFT option on the VIEW ribbon.

Print Layout View

PRINT LAYOUT View shows the current document exactly as it will be printed out
on paper. This is very useful for reviewing the layout of a document and checking
if the “white spaces” (i.e. margins, blank lines) look right. Graphics can be seen in
PRINT LAYOUT view so therefore it is a good view to use when inserting pictures
and diagrams. However, there is a performance overhead — it uses more memory
than DRAFT VIEW and so with large documents, Word may take longer to update
changes.

» To switch to Print Layout View:
Mouse
i [:;T| i. Click the first view selector button (Print Layout).

Or
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ii.  Click on the PRINT LAYOUT option on the VIEW ribbon.

© The Mouse Training Company

123

——
| —



: ; Word 2007 Introduction

Web Layout View

Web Layout View shows your document as it would look if you published it to the
Web or an intranet. In this view, you can see backgrounds, AutoShapes, and other
effects that are commonly used in Web documents or documents that you view on
the screen.

» To switch to Web layout view:

Mouse
['_:J,, i. Click on the third view selector button (Web Layout).

Or

ii.  Click on the WEB LAYOUT option on the VIEW ribbon

Outline View

In Outline View, Microsoft Word simplifies the text formatting to help you focus on
the structure of your document. Outline view looks very different from other views.
The text appears with symbols down the left-hand edge and an extra toolbar is
displayed.

Word indents each heading according to its level. The indentations appear only in
outline view; Word removes the indentations when you switch to another view.

When reorganising long documents, outline view gives the user tools for quickly
repositioning large blocks of text and promoting and demoting heading levels
where appropriate. You can also view a document fully expanded, showing
headings and their detail text, or collapsed (headings only).

The structure of the document seen in Outline View is controlled by heading styles
used in the document. The use of heading styles is covered in later Word courses
and is therefore not dealt with in this manual.

» To switch to Outline view:

Mouse

= | i.  Click the fourth View Selector button.

ii. Click on the OUTLINE option on the VIEW ribbon.
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Full Screen Reading

is a useful view to employ as it allows you to just read through your document in
two page style as though it was a book. It does not allow edition of the material
shown but it designed for reviewing documents and allows the insertion of
comments and the highlighting of text with the highlight tool (mentioned earlier)

Text size can be increased easily for the reader, however, this is only for reading it
does not actually increase the text size in the document. Text is broken up to make
it easier to read and again this does not bear any relation to the print layout of the
working document it is only laid out for reading.

| Q; Tools - B2 - | | 4 Screen186-187 of 208 ~ b | | 2 view Options ~| X Close|

Don't Open Attachments in Full Screen
V' | ont apen e-mail attachments and documents fram a
Windows SharePaint Senvices site in full screen view,

Mouse Document Map AA Increase Text Size
= % Click the fourth View Selectar button. Make the text larger for reading, Temporarily changes
s The Document Map is a separ hew mudhiedtftean a page,
Or document. Use the Docum
= document and keep track of \
% Click on the OUTLINE option on the VIEW ribbon. the Dacument Map, Word j
= document, displays it at the g .
Fl.l" screen readlng in the Document Map. You d J| LG
=l | Read one page at a time.
©Figure 7 - View selecto * [«
Hormal View = |[[=5]| show Two Pages
gf“‘ H It J_l View two pages at a time,
aMens
ot Larou ey g i Show Printed Page
or = Show pages as they will look if printed.
SMenu a
Web Layout View
Mouse
or
SMeny
Outline View
House : | Allow Typing
SMenu 5 ¥ Allow typing while reading, Set this if you like to edit
Document Map 4 your documents as you read them,
= z B
or & =l . Track Changes
el cuse} i —4 Track changes made to the dacument, k.
Viainn muilbinta dan® |5 | =
i F B
time. I, Show Comments and Changes
. . =1 Select what markup to show while reviewing the s
# To switch to the Documen Firay L o e
Menu [# Show Original/Final Document

W= You tan view the final or original document, with or ~ *

# Click Document Map on the Vi it charges:

Mouse

» Turn on Full Screen Reading view

i. On the VIEW ribbon, in the DOCUMENT J
VIEWS group, click FULL SCREEN = g :;= |
READING. LJ
I Print |Full Screen Web  Qutline  Draft
» Exit Full Screen Reading view Layout | Reading Layout

. . Document Views
i. Click CLOSE, or press ESC.

When you receive a Microsoft Office Word document in e-mail, it may automatically
open in Full Screen Reading view. To prevent this, do the following:

» Prevent documents from automatically opening in Full Screen
Reading view

i. In FULL SCREEN READING view, click VIEW OPTIONS.

ii. Click OPEN ATTACHMENTS IN FULL SCREEN to turn off the feature, and then
click CLOSE to return to PRINT LAYOUT view.
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Document Map

The Document Map is a separate pane that displays a list of headings in the
document. Use the Document Map to quickly navigate through the document and
keep track of your location in it. When you click a heading in the Document Map,
Word jumps to the corresponding heading in the document, displays it at the top of
the window, and highlights the heading in the Document Map. You can show or

hide the Document Map at any time.

_._.J’ QWEDLEYDUT | Ruler | Document Map *;_{

El Outline Gridlines Thumbnails

[3

3

Print |Full Screen j Zoom 100% "
Layout | Reading — Draft Message Bar -
Document Views Show/Hide Zooi

Document Map ~ X EEEEETEEE

= Dratt View

[ S S SR L L
¥ ' ¥ v t

This view shows the documen FU" Screen-rea ding1]

¥ To switch to draft View:
= Mouse
s Click on the fifth view si
= or
+ Click on the draft optior
= Print Layout View
Print Layout View shows the c
¥ To switch to Print Layout Vi
1= Mouse
s Click the first view selet

is-a-useful-view-to-employ-as-it-alh
two-page-style-as-though-it-was-:z
shown- but- it- designed- for- revie
comments-and-the-highlighting-of

Text-size-can-bedincreased-easilyfc
does-not-actually-increasethetext
it-easiertoread-and-again-this-doe
working-document-it-is-only-laid-ot

L

= or
» Click on the print Layou
= Web Layout View
Web Layout View shows your
¥ To switch to Web layout vie
= Mouse
» Click on the third view <
= Or
+ Click on the web Layout
= Dutline View
In Outline View, Microsoft Wo.
Word indents each heading ac
When reorganising long docur’
The structure of the documen’

» To switch to the Document Map:

Mouse

i. Click the check box for DOCUMENT MAP on the
VIEW ribbon in the SHOW/HIDE group.

» To use document map

i. Collapse or expand headings with the PLUS signs
or MINUS signs.

Bouse
? & Chei thm Fourth View Selecior Busban

Rk 0 e GEITLINE om0 o 11 WIEW <00
Full screen reading

¥ Ruler + Document Map
Gridlines Thumbnails
Show/Hide

ii.  Scroll and click on a particular piece of text to take you to that specific location.

> To view thumbnails
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i. to allow you to navigate in a different way. Click on drop down arrow to the right
of where it says DOCUMENT MAP in the pane and select THUMBNAILS.

Thumbnails S 2Dl i hpa 20 e 3

By = ]

————r—

Documeni

The- Docum
e - document.-
e A keep- track:
————— - Word: jumps
——————— san the: window,
z S : hide-the- Dot

i

Print | Full
Layout | Re

D

Document Maj

= Draft\
T

»

= Mou

=0r

ii. Navigate by page instead (see follawing picture)

Viewing Multiple Documents

In Word, you can view all open documents on the screen at the same time by
arranging them top to bottom on the screen.

> To view more than one document:

Mouse

i. If the Microsoft Word documents you want to arrange are minimized, restore the
minimized documents first.

ii. On the VIEW ribbon, WINDOW group, click ARRANGE ALL.

iii. if you need to focus on one document again then maximise that individual
window
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Viewing Single Document In Multiple Windows

Viewing a single document in more than one window is EA All
useful if you want to compare or check information in two eels
parts of a long document on screen.

» To split a window

i. On the VIEW ribbon, WINDOW group, click SPLIT a line will appear across the
screen attached to your mouse click where you want to split the document

ii. Treat each part as separate as far as scrolling is concerned but remember it is the
same document you are working with to add or delete in one it is done in the
other. This is only two views of the same document.

iii. To remove the split and view just one window click REMOVE SPLIT.

iv.  The split is removed

i. Move mouse over split until a double arrowed cursor appears and double click

ii.  The split is removed

EI! H - @ _] = STRESS.doc [Compatibility Mode] - Microsoft Word e
J Home Insert Page Layout References Mailings Review View Add-Ins Q)
i JI = aWebLayuut | Ruler Document Map c{ ! JDHEPBQE‘ n.'aNewWindcw _1 ] View Side by Side ] ) T
(5 outline Gridlines Thumbnails | ~ 7 BTWD Pages E Armrange All | 1A} Synchronous Scrolling -3
Print | Full Screen j Zoom 100% — : Switch Macros
Layout | Reading — Draft Message Bar =) Page Width ™ Remove Split | 24 Reset Window Position | Windows = -
Document Views Show/Hide Zoom Window Macros
e e R
b. A suitable time
c. A position in which you are able to let go of muscle tension
d. A mental focus to occupy your mind
e The right menial attitude B
You cannot make yourselfrelax but you can allow it to happen
f. willingness to practice
Regular practice will help you to relax more easily, deeply and pleasantly z
=]
hal 1 1 11 1= 1L sal kPSS . | Loa = 1:1 1 i i
R G T W -g-\-}-‘\‘1‘I“}'\'I~"I‘E"\'E‘II‘T'\I‘S‘I“:—‘ S50 i )
STRESS AND RELAXATION

Stress is a demand or pressure placed on people which can make them feel
tense, unhappy or uncomfortable. This demand or pressure is often called the
stress. Writing exams, being ticked off by one's boss, meeting deadlines or
moving house are all examples of situations that many people find stressful.

What is the Stress Response ?

Itis a state of arousal consisting of a number of body changes that give the
feeling of being stressed and the energy for tackling the stressful situation.

“oonid

Page:2of 2 | Words:461 i English (UK) | Insert “ SN 2 49%: (=} [k i+
M seYEso || (53 word 2003 | 1] whole Word 2007 ntr... 1 untitied - Faint | OHREB &L‘&JAE 10:28
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PRINTING

The open document can be printed in its entirety, or alternatively you can print
individual pages or ranges of pages. Word gives you the ability to choose which
pages you want to print, or if you need to be even more specific, you can print only

the selected items.

Before sending any document through to the printer, it is

always a good idea to preview what the hard copy will look like so that you can

rectify any problems before printing it.

Print Preview

This is another way that you can view your document.

When you are in print

preview, Word gives you a special toolbar for changing the number of pages per

screen, zooming in and out and so on.

If you spot mistakes as you are previewing

a document, you can edit them in print preview.

Cn uf‘ Q - j = STRESS.doc [Compatibility Mode] (Preview) - Microsoft Word o =
) :
-’ Print Preview L7

‘_' —— r 3 \ g 3 o P

lj r\* [_>, _\ i _,__U ne Page +/| Show Ruler J i

b .,p el y \ oa] |

QTWO Pages Magnifier

Print Options || Margins Orientation Size Zoom 100%

ﬁ Page Width L_Ej Shrink One Page

‘4} Previous Page

Close Print

= > = Preview
Print Page Setup {E] Zoom Preview
T — — e i
= FTRESS AND RELAXATION b Asuitabletime
= A position in which youars sble to lat go of muscle tansion.
B Strass is 8 demand orpressure placsd on peeplewhich can make 4 Amentalfocus to occupyye
b tanse, unhappy oruncemfortshle. This dsmand or prassure is of The rightmenial stitmde
= stress. Wi - offby one'sboss, mesting You cannotmake yourselfselaxbut youcan sllow itte happen
b= moving 1l examples ofsi zvpeopls fi £ willingess to practics
3 What is the Stress Response 7 Regular practica will help youto rel = 2asily, desply and plassantly
ks Ttis s state of 1 that givaths Peoplewhe nosmall vith ahigh da;

£zeling of being stres sed andthe enerey fortackling the strecsfil situstion.

Thebodysaimis sback to & state of balance after baing
Th stability is important f well-being.
When Doas Strass Become A Problem?
1. Whenyour strasses are sobig, occurse often, or last solongthat you
are unable to handle them well.
2. Whenyouhave bemn over stressad for som time and can notics
ousnass, headsches andins omnia
3 = : .
cment and Lo output.
4. Whenalowsringofthe natural rasistance of disease is sem in
increased illness.
When friends andrelatives see signs of strin and becomeconcemsd
Relaxation

Relaxation is a way of producinga quist body anda calm mind. The physicd
‘and mental 2 ral; d o
the strass respanse

What You Requirz to Relax

& Aplacefres from sounds endintermptions

L e R R AR L R R R e A R TR AR RARL A RE AR A

3 -
=xparisnce problems when any sxtra s

Relaxation itwill helpto ...
Improvaco-ordination, egin sportingactivitiss

Think better and snjoy improvad concentration.

Lessen theisk of strass-related llnesses

Feal calmer, happier andmors enargetic

Relieve pain and physical discomfort

Use you imagination mor: creativaly

Enjoy more restful slesp

Notonly doss the affect of de all the bansfits,
these benefit the prolonging of ifs its<lf-
allpaople, those in the madical profession and othervise.

Of ell uman being dangers of strassand worked rel
then whe knowswhatthe sve sxpectancyage may become.

Relaxation has no sids affact: 200d, costs nothing andis a skill for life.

«0»!

Page:1of2 Words: 461 @ English (U.K) = Insert

» To access print preview:

Mouse
.:".l‘;l i
' PREVIEW from the menu
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ii. Click the NEXT PAGE or PREVIOUS PAGE buttons to scroll backwards and
forwards through your document’s pages.

iii. Press PAGE UP or PAGE DOWN on your keyboard

The Print Preview Ribbon

The PRINT PREVIEW toolbar only appears when you are in Print preview. It
gives you useful tools for changing such things as magnification and how many

pages you can see on one screen. The button functions are described in detail
below:

b . 1 [ ' O . JJonerage ¥ showRul |
| | ik A [J - | 1« Cweiies 4 Next Page
P G (] R n L Ned s %
: “j‘j . J ; g 4 Two Pages V| Magnifier
Print Options || Margins Orientation  Size Zoom 100% :
& & & j Page Width

Print Page Setup F

_1} Previous Page | Close Print

u;'J Shrink One Page Preview

Zoom Preview

» To close the Print Preview:
Mouse
i.  Click the button marked CLOSE from the PRINT PREVIEW Ribbon.
ii. OR Press ESC on the keyboard.

Magnification

When you are in PRINT PREVIEW, Word can change your mouse pointer into a

magnifying glass that you can use to zoom and out on particular areas of the
currently displayed page.

» To change magnification:
Mouse
i. Check the MAGNIFIER check box on the PRINT PREVIEW ribbon

ii. In the PRINT PREVIEW screen position your mouse over the area that you want
to zoom in on and click.

iii. To zoom out, click the mouse a second time.

» To go back to edit mode
Mouse

i Uncheck the MAGNIFIER check box on the PRINT PREVIEW ribbon

Pages Per Screen

. i A IZL'JJJJ ded
You can preview your document page by page in the Print | === _ =
; O 2o Obwewt  ©bmyons:
preview screen or you can see several pages at once. O 100% Ottt @
OrE% ) Whole pege ==
> Change the number of pages viewed: = i
Mouse

Cancel

i. From the .PRINT_ PREVIEW ribbon, click the ZOOM | ——
button a dialog will appear

| oo || coen |
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D

ii. Click the many pages drop down button. Drag your mouse over the grid to select
the number of pages you want to see and click. Your Print Preview screen will
change to reflect your choice.

Or

i. Click the One page button to show only a single page in the Print preview.

Zoom
. . o | Zeom) ?[x]
Word will automatically scale your document to fit in |
i i O 200% O Page width @® many pages:
the preview screen depending on how many pages you | o*= el e

selected to view. You can change the scale with the | o=  Otiese
Zoom drop down list which offers you different | =™ ™ =

percentages. Choosing PAGE WIDTH would ensure
that the width of the page fits in to the preview screen,

whereas WHOLE PAGE would fit both the width and
the height. TWO PAGES would show consecutive
pages side by side.

» To change the Zoom:

Mouse

i From the PRINT PREVIEW ribbon, click the ZOOM button to access the ZOOM
dialog

ii. Select the required option by clicking it and then click OK. Word will change the
preview according to your choice.

View Ruler

The ruler is useful if you are editing in the Print preview screen as it allows you to
change the position of tabs and indent markers. However, it does use up space so
if you want to maximise the scale of the page within the preview window, you
would have more room if you switched the ruler off.

» To toggle the ruler on and off:

Mouse

i Tick or untick the SHOW RULER checkbox on the PRINT
PREVIEW ribbon

Or

i. From the PRINT PREVIEW screen go to the top of the vertical scroll bar on the
right and click the VIEW RULER button to switch the ruler on or off.

+'| Show Ruler

ii. Each time you click the button, the ruler will toggle on or off.

Shrink To Fit

If only a small amount of text appears on the last page of a short document, you

may be able to reduce the number of pages by clicking Shrink to Fit in print

preview. This feature works best with documents that contain only a few pages,

such as letters and memos. In order to shrink the document, Word decreases the

font size of each font used in the document. =mm— _4 Previous Page
“=5 Shrink One Page

» To shrink to fit: Preview
| Shrink to Fit

Attempt to shrink the document by
one page by slightly reducing the

© The Mouse Training Company size and spacing of the text.
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Mouse
i. From the PRINT PREVIEW screen, click the SHRINK ONE PAGE button.

You can undo a Shrink to Fit operation by clicking Undo Tools Shrink to Fit on
the Edit menu. However, after you save the document and close it, there is
no quick way to restore the original font size.
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Quick Print A Document

You can print a document directly from whatever view you are using. Word will
send the document to your default printer.

» To print the document:

Mouse
("2 i,  Click on the MICROSOFT OFFICE BUTTON and select PRINT select QUICK
PRINT from the menu

Print options

aspects of your document should be printed such as document

The options from the PRINT group allow you to determine what .'_; a5
properties, hidden text etc. —

Print Options
» To set print options

Print
Mouse
i. Click on OPTIONS on the PRINT PREVIEW ribbon to access the OPTIONS
dialog.
lerd Brten 7 [X|
sl . J Change how document content is displayed on the screen and when printed.
Display |
e Page display options
aafing
] Shaw white space between pages in Print Lapout view (1
- &) Show highiighter marks i
Advaried 1 Shaw decument tocltips on hover
Customize Always show these formatting marks on the screen
Add-Tis [ Iab characters -+
Trust Center '1‘]‘
Fes s
¥
Printing options
E] Print draws ngs created in Word (i
O Print background colors and images
[] Print document properies
1 Print hidden text
O Update fields before printing
[ Update lingad data befare printing

ii. Select which options you wish to apply to your print

iii.  Click OK.
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Print Part Of A Document

The print button from the toolbar will always open the print dialog to allow you to
allow you to choose what is printed such as print to pages 1 and 2, or you may

want to be even more specific and print just one paragraph. To do any of these,
you need to access the Print dialog.

Erant: d I31
Printer
Name: 2 EPSON Stylus CX3200 [+]
Status:  Idle Find Printer. ..
Type: EPSOM Stylus C¥3200
Where:  USBO01 [ Print to file
Comment: [ mManual duplex
Page range Copies
@ al Mumber of copies: |1 _vu
{7 current page 1
) Pages: 1 Collate
Type page numbers and/or page

ranges separated by commas counting
from the start of the document ar the
section. For example, type 1, 3, 5-12
or plsi, pls2, p1s3—p8s3

Print what: |Document E Zoom
Print: All pages in range Pages per sheet: 1pge J

Scale to paper size; | Mo Scaling ol

Options... [ 0K ] [ Cancel

» To print a specific page or range of pages:
Mouse

i Click on PRINT on the PRINT PREVIEW ribbon to access the

L By
PRINT dialog. L] i A
. up el

Or Print Options
Keyboard S
Prin
i. Press CTRL P.
ii. The following dialog box will appear:
iii. In the Page Range section of the dialog, click in the text box next to pages. Type
in the page number that you want to print, or tell Word the range of pages (e.g.
1-6). If your pages are not consecutive, you can enter them separated by
commas (e.g. 1,10,13). —
F n__ﬁ.&!‘lljf—
iv. Click the OK button to launch the print. OF-]
() Current page
() Pages:
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» To print the current page:

Mouse

i. Locate the page you wish to print and click on that page so you see the flashing
cursor anywhere on that page

ii. Click on PRINT on the PRINT PREVIEW ribbon OR Press CTRL P to access

PRINT dialog.
iii. Click the CURRENT PAGE option button in the PAGE RANGE section of the

dialog. —

. =

iv.  Click OK to launch the print. _,jj b

» To print the selection: Print Options

Mouse =
rint

i. Select the text you want to print.

ii. Click on PRINT on the PRINT PREVIEW ribbon OR Press CTRL P to access
PRINT dialog.

iii.  Click the SELECTION option button in the PAGE RANGE section of the dialog.

iv.  Click OK to launch the print.
Copies

By default, Word will print one copy of the item you have sent to print. You can
print multiple copies by changing the Print dialog settings. When you print multiple
copies of a document, Word lets you choose whether the copies are collated (Word
prints each whole document before it starts on the next copy) or uncollated (Word
prints however many copies you have requested of each page).

Copias

» To print multiple copies:
P p P Murrber of goples: il

Lo

Mouse

i. Click on PRINT on the PRINT PREVIEW ﬁ .&
]
1

ribbon OR Press CTRL P to access PRINT
dialog.

[+] collae

ii. In the COPIES section of the dialog, use the up and down arrows to the right of
the NUMBER OF COPIES text box to set the number of copies you require.

iii. Set the COLLATE check box by clicking in it to change the current setting.
iv.  Click OK to launch the print.

Cancel A Print

If you accidentally send something to print and need to cancel it, you can do so by
double-clicking on the document printing icon that appears on the status bar.
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APPENDIX ONE KEYBOARD SHORTCUTS

MOVEMENT KEYS

> Move the cursor one character to the right

€ Move the cursor one character to the left

A Move the cursor up one line

v Move the cursor down one line

CTRL = Move the cursor right one word at a time
CTRL € Move the cursor left one word at a time

CTRL A Move the cursor up one paragraph at a time
CTRL ¥ Move the cursor down one paragraph at a time
HOME Move the cursor to the beginning of the current line
END Move the cursor to the end of the current line
PAGE UP Move up a screenful of lines

PAGE DOWN Move down a screenful of lines

CTRL HOME Move to the beginning of the document

CTRL END Move to the end of the document

SELECTION KEYS

Action Result

SHIFT € Select one character to the left
SHIFT A Select from the cursor up one line
SHIFT ¥ Select from the cursor down one line

SHIFT CTRL =&

Select right word by word

SHIFT CTRL €

Select left word by word

SHIFT CTRL A

Select up one paragraph at a time

SHIFT CTRL V¥

Select down one paragraph at a time

SHIFT HOME Select from the cursor to the beginning of the
current line
SHIFT END Select from the cursor to the end of the current line

SHIFT CTRL HOME

Select to the beginning of the document

SHIFT CTRL END

Select to the end of the document

CTRL A

Select the entire document
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KEYBOARD SHORTCUTS FOR CHARACTER
FORMATTING

D

Increase the font size

CTRL SHIFT =

Decrease the font size

CTRL SHIFT <

Increase the font size by 1 point CTRL
Decrease the font size by 1 point CTRL

Display the Format, Font dialog CTRL D
Change the case of letters SHIFT F3
Format letters as all capitals CTRL SHIFT A
Apply bold formatting CTRL B

Apply an underline CTRL U

Underline words but not spaces

CTRL SHIFT W

Double-underline text

CTRL SHIFT D

Apply hidden text formatting

CTRL SHIFT H

Apply italic formatting CTRL 1
Format letters as small capitals CTRL SHIFT K
Apply subscript formatting (automatic CTRL =

spacing)

Apply superscript formatting (automatic
spacing)

CTRL SHIFT +

Remove manual character formatting

CTRL SPACEBAR

KEYBOARD SHORTCUTS FOR PARAGRAPH

FORMATTING
Single-space lines CTRL 1
Double-space lines CTRL 2
Set 1.5-line spacing CTRL 5
Add or remove one line space CTRL O
preceding a paragraph
Centre a paragraph CTRL E
Justify a paragraph CTRL J
Left align a paragraph CTRL L
Right align a paragraph CTRL R
Indent a paragraph from the left CTRL M
Remove a paragraph indent from CTRL SHIFT M
the left
Create a hanging indent CTRL T
Reduce a hanging indent CTRL SHIFT T
Remove paragraph formatting CTRL Q
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-

SHORTCUTS KEYS FOR TABLE NAVIGATION

To

Press

Move to the next cell

a table, pressing TAB adds a new row.)

TAB (If the insertion point is in the last cell of

Move to the preceding cell

SHIFT TAB

row

Move to the preceding or next

Nor Vv

Move to the first cell in the row

(NUM LOCK must be off.)

ALT HOME, or ALT 7 on the numeric keypad

Move to the last cell in the row

ALT END, or ALT 1 on the numeric keypad
(NUM LOCK must be off.)

Move to the first cell in the
column

ALT PAGE UP, or ALT 9 on the numeric
keypad (NUM LOCK must be off.)

Move to the last cell in the
column

keypad (NUM LOCK must be off.)

ALT PAGE DOWN, or ALT 3 on the numeric

Start a new paragraph

ENTER

the table

Add a new row at the bottom of

TAB at the end of the last row

beginning of a document

Add text before a table at the

ENTER at the beginning of the first cell

SHORTCUT KEYS FOR SELECTING IN A

TABLE

contents

To Press

Select the next cell's TAB
contents

Select the preceding cell's SHIFT TAB

Extend a selection to
adjacent cells

Hold down SHIFT and press an
arrow key repeatedly

Select a column

Click in the column’'s top or bottom
cell. Hold down SHIFT and press
N or \ repeatedly

Extend a selection (or block)

CTRL SHIFT F8, and then use the
arrow keys; press ESC to cancel
selection mode

Reduce the selection size

SHIFT F8

Select an entire table

ALT 5 on the numeric keypad
(with NUM LOCK off)
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	TABLE OF CONTENTS
	INTRODUCTION
	Word 2007 is a powerful word processing application that allows users to produce typed documents.  These can range from simple letters through to fax cover sheets, reference manuals and sophisticated reports incorporating numbered headings, figures and graphics.
	How To Use This Guide
	This manual should be used as a point of reference following attendance of the introductory level Word 2007 training course.  It covers all the topics taught and aims to act as a support aid for any tasks carried out by the user after the course.
	The manual is divided into sections, each section covering an aspect of the introductory course.  The table of contents lists the page numbers of each section and the table of figures indicates the pages containing tables and diagrams.  

	Instructions
	Those who have already used a spreadsheet before may not need to read explanations on what each command does, but would rather skip straight to the instructions to find out how to do it.  Look out for the arrow icon which precedes a list of instructions. 

	Appendices
	The Appendices list the Ribbons mentioned within the manual with a breakdown of their functions and tables of shortcut keys.
	Keyboard
	Keys are referred to throughout the manual in the following way:
	ENTER  – Denotes the return or enter key, DELETE – denotes the Delete key and so on. Where a command requires two keys to be pressed, the manual displays this as follows:
	CTRL P – this means press the letter “p” while holding down the Control key.

	Commands
	When a command is referred to in the manual, the following distinctions have been made:
	When Ribbon commands are referred to, the manual will refer you to the Ribbon – E.g. “Choose HOME from the Ribbons and then B for bold”.
	When dialog box options are referred to, the following style has been used for the text – “In the PAGE RANGE section of the PRINT dialog, click the CURRENT PAGE option”
	Dialog box buttons are shaded and boxed – “Click OK to close the PRINT dialog and launch the print.”
	Within each section, any items that need further explanation or extra attention devoted to them are denoted by shading.  For example:




	SECTION 1 THE BASICS
	 Understand and use common Windows elements
	 Launch Word
	 Recognise Word screen elements
	 Work with Ribbons
	 Use Menus
	 Get Help
	WINDOWS CONCEPTS
	Word is an application that runs under the Windows graphical user interface.  When launched, Word sits in its own “window” – the box that surrounds the application elements.  The window can be moved, sized, closed, minimised and maximised using the features common to the Windows environment – these are listed below:
	WINDOW BORDER The box that surrounds the Word screen when it is not maximised is called the window border.  When the mouse is over the border, the pointer changes from a single to a double-headed arrow – clicking and dragging with this shape allows the window to be resized.
	TITLE BAR The coloured bar that appears at the top of the Word window.  The title bar tells you which application you are using and if the workbook you are in is maximised, it will also contain the name of the workbook.  If the Word window is not maximised, by positioning the mouse over the title bar and clicking and dragging, you can move the Word window to a new location on the screen.
	MAXIMISE BUTTON When working in a workbook, the Word screen contains two windows, an application window and a workbook window.  You can maximise both windows to capitalise on the space you have on-screen.  If you would like the window that your Word application is in to fill up the whole screen, click the outermost maximise button.  You may find that the workbook you are in can still be bigger – click the inner maximise button to fill the remaining space within the Word application window.
	MINIMISE BUTTON This button is very useful if you need to temporarily switch from Word into another application without closing Word down completely.  Click the minimise button to shrink Word to an icon on the task bar; you will then be able to view other icons and applications you may wish to access.  When you are finished and ready to continue, click the Word icon from the task bar to resume.  The innermost minimise button will minimise the current workbook window.
	RESTORE BUTTON This button only appears when a window is maximised.  A maximised window has no border and you cannot see what is behind it.  If you want to put the window back inside its border so that you can move and size it, click the restore button.
	CLOSE BUTTON This button is used to close a window.  If you click the close button for a workbook window you close the document.  The last button will close the Word application.
	DIALOG BOX LAUNCHER this button launches dialog boxes specific to the part of the ribbon you see them the category will be named such as FONT, CLIPBOARD, etc
	The OFFICE BUTTON is the start of Word and has many important commands and option.  Such as Word settings, opening, saving, printing and closing files.  This will be looked into much further later in the manual.
	Menus
	Menu’s are no longer used in Word they have been replaced by Ribbons and will be referred to as such throughout the manual

	Ribbons
	Ribbons are tabs that show different commands with respect to what you wish to do the HOME ribbon shows basic commands of formatting. 
	The INSERT ribbon allows the insertion of any object.  Just click on the named ribbon to see list of commands that you can perform by clicking on the appropriate icon.
	By holding your mouse over an icon, a helpful hint will appear to show you what that command will do.  Clicking will apply that command
	Any Icon on the ribbon with a down arrow offers other options and sometimes a dialog box.
	E.G. Choosing QUICK PARTS in the TEXT group allows you to insert a field within your document or a document property adding information to your document that can be updated as the information is changed at source.
	Dialog Box
	To open a dialog box use DIALOG BOX LAUNCHER     when the dialog box is open, make a choice from the various options and click OK at the bottom of the dialog box.  If you wish to change your mind and close the dialog box without making a choice then click on CANCEL.  The dialog box will close without any choice being applied.  If you would like help while the dialog box is open then click on the “? “ in the top right hand corner this will bring up a help window that will display the relevant topics.
	Look at a group type on the ribbon such as FONT and in the bottom right hand corner of that group you may see a small box with an arrow, clicking this is another method to call up a dialog box, this time, directly from the ribbon.  Many dialog boxes may be more familiar if you have used Word before.


	Toolbars
	There are only two toolbars within the new version of Office 2007 there is the QUICK ACCESS TOOLBAR seen here next to the OFFICE BUTTON, and there is the MINI TOOLBAR
	Quick Access Toolbar
	By default there are only three buttons on the QUICK ACCESS TOOLBAR but these can be edited and other regularly used buttons can be placed there.  Using the drop down menu next to the QUICK ACCESS TOOLBAR will allow the customisation of this toolbar adding your most often used commands.

	Mini Toolbar
	Whenever text is selected within Word a small formatting toolbar will appear above the highlighted text it will disappear if the mouse cursor is moved away from the toolbar and will reappear when the mouse cursor is moved over the highlighted text again.


	Status Bar
	The Status bar, across the bottom of the screen, displays different information at different times.  To the left is an indicator, which will display which page you are currently on, which column you are in number of words in document.  If you right click on the empty area of the status bar a menu should appear showing the various items of information that can be given on the space bar merely click on the info that you wish displayed and it will appear on the status bar.
	To the right of the status bar are firstly, the different views that can be used within Word, and on the far right, the zoom control

	Task Pane
	A task pane is a window that collects commonly used actions in one place.  The task pane enables you to quickly create or modify a file, perform a search, or view the clipboard.
	It is a Web-style area that you can either, dock along the right or left edge of the window or float anywhere on the screen.  It displays information, commands and controls for choosing options.  Like links on a Web page, the commands on a task pane are highlighted in blue text, they are underlined when you move the mouse pointer over them, and you run them with a single click.
	A task pane is displayed automatically when you perform certain tasks, for example when you choose CLIPART from the INSERT, Ribbon, to insert a picture

	Smart Tags
	Smart Tags, first introduced in Microsoft Office XP, make it easier for you to complete some of the most common tasks and provide you with more control over automatic features. Word can recognise a wide range of different data types entered into a document, such as dates, addresses and stock ticker symbols. It converts each recognised piece of data into a smart tag, and you can then use a menu attached to the smart tag to perform useful actions on that data.  Before you start using smart tags, you need to check if smart tags are enabled and specific smart tag recognisers are also activated.
	You do not have to complete any additional steps to make the Smart Tags appear or disappear in Word.  E.G. The PASTE OPTIONS smart tag appears automatically after pasting to allow you to quickly choose actions and remain in place until you begin another action. When you complete a paste operation, the PASTE OPTIONS button remains in place alongside your text until you begin typing new text. 
	This feature alerts you via a smart Tag of the paste options when pasting text into your document Click on the drop down arrow to access the options

	Scrollbars
	The Scrollbars are located along the right and bottom of the document window. They enable you to move to another part of the document by dragging the box or clicking the arrows in the scroll bar.

	Horizontal And Vertical Ruler
	Horizontal and vertical rulers are displayed on the left and across the top of the document window.
	You can use the horizontal ruler to view and set paragraph indents, tab stops, page margins and column widths.
	In PRINT PREVIEW and PRINT LAYOUT VIEW, Word also displays a vertical ruler you can use to adjust top and bottom page margins and row height in tables.
	Mouse
	i. Go to the top of the right hand scroll bar and click on the show/hide ruler button to toggle viewing/hiding the ruler


	Browse Object 
	You can scroll through a document more quickly by selecting BROWSE OBJECT on the vertical scroll bar. It enables you to go to a page, bookmark, footnote, table, comment, graphic, or other location by selecting the item you want. 
	You can click NEXT or PREVIOUS to go to the next or previous item of the same type.

	Microsoft Word Help
	Word offers several quick ways to get help when performing particular tasks.  You can select from a list of topics provided by Help, or you can even type a help request in plain English, and Word will supply the answer using the Answer Wizard. 
	i. Click the help button below the title bar on the far right OR press F1.  The Help window will open:
	ii. This is very similar to a web page
	You may enter search criteria and press ENTER (like a search when on the internet)
	iv. The window will display the topics that match your search.  Click on a topic in order for it to be displayed
	i. The contents page allows you to select from a list of topic headings.  Like search results on the internet these are HYPERLINKS to help files.




	SECTION 2 ENTERING & EDITING INFORMATION
	 Enter information on the Word screen
	 Edit information
	 Start new documents and save files
	 Close and Open files
	ENTERING AND EDITING INFORMATION
	When Word 2007 is launched at the beginning of a work session, it provides a blank document ready for you to start typing.  Word assigns the name “Document1” and this appears on the title bar at the top of the screen until you save the document and allocate a filename.  Each time a new document is created, Word will assign this temporary name with the number of the document going up in sequence (e.g. the second document created in any one session would be “Document2” and so on).
	The cursor appears as a flashing vertical bar. To enter text, simply begin to type. If your cursor is at the top of the page and you wish to type text some way down the page, double click with the mouse to anchor your cursor in the desired location. This feature is known as Click and Type. 
	Word Wrap
	When you are typing in a document, Word has a feature called word wrap.  This is what makes the cursor automatically jump onto a new line when the text that you are typing has filled up all the space on the previous line.  Therefore the only time that you need to tell Word to begin a new line is if you want to start a new paragraph.

	Hidden Characters
	Typing normal text into a word document may seem just like using a type writer and it is as far as just typing basic text, but many characters that you may be instructed to type will enter other, unseen characters to your document that can have dramatic effects later on when formatting or practising more advanced uses of word. These hidden characters can be displayed so that you may see exactly what you are entering into your document. 
	Mouse
	i. Go to the HOME ribbon, PARAGRAPH group and click on the SHOW/HIDE CHARACTERS button.


	Inserting New Lines And New Paragraphs
	When typing, you can end the Paragraph you are in and begin a new paragraph by pressing the ENTER or RETURN key on the keyboard. (Commonly called a Hard return)
	The RETURN or ENTER key can be also used to insert a new blank line but to do that requires holding down the SHIFT key while pressing ENTER or RETURN. (Commonly called a Soft return)
	Keyboard
	i. View Hidden characters
	Position the cursor where you want to break the paragraph and press the ENTER key (Hard return)– the text to the right of the cursor will jump down to the next line. You will see a paragraph mark appear indicating you have created a new paragraph
	iii. You may want to insert another paragraph between the two paragraphs – with the cursor positioned at the beginning of the second paragraph press the ENTER key again. Another paragraph mark will appear. 

	Keyboard
	i. View Hidden characters
	Position the cursor where you want to break the paragraph and force a new line Hold down the SHIFT key and press the ENTER key (soft return)– the text to the right of the cursor will jump down to the next line as before but the character that appears will be an END OF LINE Mark (EOL mark) you are now still in the same paragraph but on a new line. Repeat to insert more new lines


	Inserting New Pages
	Word knows how many lines will fit onto a page and so as you near the limit; it will insert an automatic page break.  This may appear as a dotted line across the screen or you may see it appear as a new sheet of paper – the view that you are using will determine how the break looks (see Section 9 – Viewing and Printing for more details on Views).  Sometimes, the positions of the page breaks that Word inserts are not convenient or make the document look imbalanced.  You can put the page break in a different place by inserting it manually as described below:
	Menu
	i. Position the cursor at the beginning of the line below where you want the page break.
	ii. Choose INSERT PAGE BREAK from the PAGES group on the INSERT ribbon

	Or
	Keyboard
	i. Position the cursor at the end of the line above where you want the page to break. Press CTRL ENTER.


	To Remove A Manual Page Break
	If you need to remove a manual page break, it is best to switch to draft view (see Section 9 – Viewing and Printing for more details on how to access this view).  You will see the page break represented as a dense dotted line with the word Page Break on it.  Or use the show/ characters as mentioned to see manual page breaks.
	Keyboard
	ii. Position the cursor on the page break line and tap the DELETE key on the keyboard – the page break will disappear.



	EDITING TEXT
	Word provides two editing modes: Insert and Overtype. You can also delete the text you have already typed, undo or redo the changes.
	Insert & Overtype Mode
	The INSERT option needs to be selected from the STATUS BAR right click menu before this will be seen or is able to be used from the STATUS BAR.
	In INSERT mode (the most common mode), any existing characters beyond the insertion point are moved ahead in the document as you type. In OVERTYPE mode, the new characters you type replace the existing characters to the right of the insertion cursor. 
	The STATUS BAR tells you which mode you are in by displaying overtype when OVERTYPE mode is active.  Clicking on overtype or pressing INSERT on the keyboard switches between the two modes (i.e. if Overtype mode is on, click OVERTYPE on the status bar to switch it off).

	Typing Replaces Selection
	Overtype mode allows you to replace one set of characters with another; however, it can cause problems if you forget to switch it off, or if the number of characters you are replacing is different to the number of characters you are adding.
	By selecting the text you want to replace and then typing in the replacement text, you have more control over what is deleted.  
	E.G. in the sentence below, you could change the word “previous” to the word “former” very easily by:
	i. Double-clicking the word “previous” to select it.
	ii. Typing the word “former”


	Deleting Text
	Even the most perfect touch typists occasionally make mistakes!  If you need to remove text or add in extra characters, there are a variety of ways to do it.
	There are two main keys that remove text from a document, the DELETE and BACKSPACE keys.  The DELETE key is easy to find as it generally has the word “Delete” or “Del” written on it.  The BACKSPACE key is situated immediately above the ENTER key and usually has a backwards (() arrow on it.
	The DELETE key removes a character in front of the cursor when you press it; the BACKSPACE key removes characters behind the cursor.  The key you use to remove characters depends therefore on where your cursor sits.  The examples below illustrate the use of both DELETE and BACKSPACE.
	Keyboard
	i. with the cursor positioned in front of the extra “e”, use the DELETE key to remove it.

	Keyboard
	i. With the cursor positioned behind the extra “e”, use the BACKSPACE key to remove it.


	Deleting Whole Words
	You can boost the power of the DELETE and BACKSPACE keys by holding down the Control key as you press them.  The Control key is the key marked CTRL and is generally situated in the bottom left and right hand corners of the keyboard).  CTRL DELETE removes a whole word in front of the cursor and CTRL BACKSPACE deletes a whole word behind the cursor.
	Keyboard
	i. With the cursor in front of the word “sharp”, use CTRL DELETE to delete it.
	ii. With the cursor behind the word “sharp”, use CTRL BACKSPACE to delete it.


	Joining A Paragraph
	To get rid of blank lines, you can use the DELETE and BACKSPACE keys as described earlier in this manual.  
	Mouse
	i. Place the cursor in front or behind the blank line you want to remove and press either the DELETE or BACKSPACE key.


	The Undo Feature
	With a selection made, typing new characters will replace that selection.  Obviously, this could cause problems for, if you accidentally touched a key with the whole document selected, you would replace all your text with the character that you pressed!  If this happens, or indeed if you do anything in Word and then regret your action at a later stage, you have the option to undo it.  During any one work session, Word keeps track of at least 250 of the most recent commands you have issued, and allows you to go back to the version of the document before you carried them out.
	Mouse
	i. Press the UNDO button on the toolbar.

	Or
	Keyboard
	ii. Press CTRL Z.

	Mouse 
	i. Click on the downward arrow that sits just to the right of the Undo button.  This will drop down a list of the commands issued during the current work session (the last six actions are displayed, but Word provides a scroll bar to get to earlier actions).  
	ii. Click the action you wish to undo – you will notice that if you choose the sixth action in the list, Word undoes all commands from the sixth upwards.


	Redo
	The Redo button becomes available as soon as you have undone an action.  
	Mouse
	i. Click the Redo button to redo the most recently undone command.

	Or
	Keyboard
	ii. Press CTRL Y.
	Repeat step one or two to redo more actions 


	Autocorrect
	Word has the ability to recognise commonly committed typing errors and correct them automatically.  For example “Teh” is corrected to “The” as soon as you press the space bar to begin the next word or press Enter to begin a new paragraph.
	Other automatic corrections include:
	 Capitalising the first word of a sentence
	 Correcting the accidental use of the  CAPS LOCK key
	 Capitalising the names of days
	 Correct two initial capitals
	 Capitalising the first letter of table cells

	Autocorrect Tag
	Word 2007 also lets you modify an AutoCorrect correction using the AutoCorrect smart tag, which will appear after the AutoCorrection has been made.
	Mouse
	Move the mouse pointer or insertion point to the text AutoCorrect has modified. A bar will appear below to the left of the text indicating that an option is available. 
	ii. Move the pointer over the bar and the AutoCorrect Options button will appear. 
	iii. Click the button and choose a command from the drop-down menu.


	Auto Spell And Grammar Check
	Word 2007 will automatically flag spelling and grammatical errors as you type.  A wavy red line under the error indicates spelling mistakes, a wavy green line indicates grammatical errors.  This feature is covered more fully in the section on Proofing Tools.


	FILE OPERATIONS
	You can save any information entered in Word so that you may call it back at a later stage either to add, edit or print the contents.  It’s a good idea to save work frequently as this will minimise the risk of work being lost in the event of a power cut or system fault.
	New Files 
	There are a number of ways to create a new file. These will have the default file format that is set for Word 2007. (either .doc or .docx) the settings for the file formats will be discussed later.
	Mouse
	i. If you have added the NEW button to the QUICK ACCESS TOOLBAR as previously discussed.Click the NEW button from the QUICK ACCESS TOOLBAR.  A blank document will appear on-screen ready for you to start entering information.

	Or
	Click on the OFFICE BUTTON and select NEW a dialog will appear. 
	ii. Select the type of document you wish to create (Blank document).Click OK.  A blank document will appear on-screen ready for you to start entering information.

	Or
	Keyboard
	i. CTRL N will create a new file.


	Templates
	All documents you create in Word are based on a specific template. When you create a new document using the New Blank Document button    or CTRL N, you are creating a document based on the Normal template. This is a blank template which provides only a few key pieces of information for your file such as margins being of a certain size, portrait page orientation and default text style, size and colour. 
	The Normal template is a very good template to base most documents on. However, if you want to base a new document on a specific layout there are other Word templates you can access. These can be used to start you off with a layout for certain documents such as memos and faxes. You can access templates other than Normal in the following way: -
	Mouse
	Click on the OFFICE BUTTON and select NEW a dialog will appear. 
	ii. Select the type of document you wish to create on the left and one of the format types on the right.  Click OK.  A blank document based on your selection will appear on-screen ready for you to start entering information.

	Or
	i. Double click on the document icon.
	ii. The new document will appear ready for you to start typing.


	Saving Files 
	Word gives any new document you create a temporary name – the word “Document” followed by a number.  The number increases by one for each new document you create in any one work session. The new standard for Word 2007 is that all files have a file extension added (previously .doc) which is .docx and previous versions of word will not be able to recognise this so beware of the filetype (extension) you save it as.
	Mouse
	Click the SAVE button on the QUICK ACCESS TOOLBAR. If you haven’t saved the document previously, the SAVE AS dialog box will appear asking you for a document name and location. 
	ii. The first list box marked SAVE IN allows you to determine the drive and folder that you want to save the document in.  The area below the SAVE IN list allows you to see which files are stored in the area currently displayed.
	iii. The FILE NAME box allows you to give the file a name before saving just delete all in this box and enter just the name you want to call your file.
	iv. The SAVE AS TYPE box allows you to determine what type of file you wish to save the document as:
	 A current version word document (default)
	 A word 97-2003 version.
	 A text document
	 RTF format (rich text format) which can be read by most word processing packages that are non Microsoft it is a standard formatted document type.
	 Web page or Template
	v. When all options have been set click SAVE the dialog box will close the document will be saved snd the filename will appear on the TITLE BAR at the top centre of the word window.



	Save Options
	Mouse
	i. Click the drop-down list arrow to the right of the SAVE IN list box and choose the desired drive or folder.

	Mouse
	i. Click in the FILE NAME box and drag your mouse over the current file name – this will highlight it. Type the new name.


	Saving Changes To Files
	Once you have allocated a name to a file using the SAVE AS dialog, clicking the SAVE  button on the QUICK ACCESS TOOLBAR simply saves any new changes to the filename you originally gave.  It is worth saving files that you are working on every ten minutes or so, although an Autosave feature will backup your changes in case of a crash it is wise to save often.
	Mouse
	i. Click on the SAVE button on the QUICK ACCESS TOOLBAR. 

	Or
	Keyboard
	i. Press CTRL S. 


	Closing Files 
	When you finish working on a file, you can close it down using the following methods:
	Mouse
	i. Double-click the OFFICE BUTTON

	Or
	i. Click the OFFICE BUTTON and select CLOSE.

	Or
	Keyboard
	i. CTRL F4.to close active document window.

	Or
	i. Click on the cross in the top right hand corner of the document window.
	ii. A dialog may appear, if you have unsaved changes to your document.
	Make a choice as necessary and the document will close.


	Opening Files 
	You can open a document on your computer hard disk or on a network drive that you have a connection to.
	Mouse
	Click the OFFICE BUTTON and select OPEN.
	ii. The following dialog will appear
	If the file you want isn’t listed in the window, click the LOOK IN drop-down list box to change to the location of the desired document.  
	iv. To open the file either:
	v. Click once on the file name to select it and click the OPEN button.

	Or
	i. Double-click the file name.

	Or
	Keyboard
	i. You can also open documents using the key combination CTRL O.  This will invoke the OPEN dialog – follow the steps outlined above to select and open the file that you want.




	SECTION 3 NAVIGATION
	 Use the Mouse to navigate 
	 Use the Keyboard to navigate
	 Use Go To dialog box
	When working with documents that are several pages long, you need some quick methods for moving the cursor to specific locations. 
	The Mouse 
	When the mouse pointer is positioned over text on the screen, it displays as an “I” beam.  This mouse shape can be used to anchor the cursor at a particular point so that edits can be made.  Simply click the “I” beam where you want to put the cursor.
	If you want to view or edit information not currently visible, use the scroll bars to move the document display and then click the “I” beam where you wish to start editing.

	The Keyboard 
	The table below lists keystrokes that can be used to move in a document:
	Move the cursor one character to the right
	Move the cursor one character to the left
	Move the cursor up one  line
	Move the cursor down one line
	Move the cursor right one word at a time
	Move the cursor up one paragraph at a time
	Move the cursor down one paragraph at a time
	Move the cursor to the beginning of the current line
	Move the cursor to the end of the current line
	Move up a screen
	Move down a screen
	Move to the beginning of the document
	Move to the end of the document
	Movement Keys

	Goto
	The GOTO function within Word can be used to move you to specific items in a document, for example a specific page number.
	F5 is the Microsoft Office GoTo key.  Pressing F5 calls up the GOTO dialog box:
	The default for the GOTO what list is PAGE just enter the number.
	Keyboard
	i. Press F5.

	Or
	i. Press CTRL G.
	ii. Type the number of the page you want to move to in the text box and click OK or press ENTER to move there.  
	Word gives other alternatives (lines, sections etc.) which are also numbered within the document and can therefore be referenced when moving.


	Browse By Object 
	You can scroll through a document more quickly by selecting BROWSE OBJECT on the vertical scroll bar. It enables you to go to a page, bookmark, footnote, table, comment, graphic, or other location by selecting the item you want. 
	You can click NEXT or PREVIOUS to go to the next or previous item of the same type.



	SECTION 4 EDITING TOOLS
	 Select desired text
	 Move and Copy text
	 Move and Copy text between documents
	 Use the clipboard task pane
	 Insert a file
	SELECTING TEXT
	Highlighting text with the mouse or keyboard is essential for most commands that you issue in Word as you normally select text and then perform an action on the selected text.
	When using the mouse to select text, the mouse pointer shape being displayed is important as you can perform different actions with different mouse pointers. The mouse pointer will appear as an “I” beam when your mouse is hovering over text in the document. However, when you hover your mouse in the selection bar (the left margin of the page), the mouse pointer will display as a right hand facing diagonal arrow. The diagram below shows you where to hover your mouse to get the different types of mouse pointer.
	Basic Selection
	Mouse
	i. Use one of the actions in the table below to select the required amount of text.
	Pointer Shape
	Action
	Result
	Mouse pointer hovering over text
	“I” beam
	Click and drag over some text
	Highlights the text the mouse passed over
	“I” beam
	Double-click on a word
	Selects the word and the trailing space
	“I” beam
	Hold down the CTRL key and click the mouse over a sentence
	Selects the sentence
	From the selection bar
	Click next to a line of text
	Selects the whole line
	Click next to a line of text and drag down the selection bar
	Selects multiple lines
	Double click next to a paragraph
	Triple click in the selection bar
	Selects the whole document

	Keyboard
	i. To select text using the keyboard, hold down the SHIFT key and follow the instructions in the table below to select the required amount of text.
	Action
	Result
	SHIFT (
	Select one character to the left
	SHIFT (
	Select from the cursor up one line
	SHIFT (
	Select from the cursor down one line
	SHIFT CTRL (
	Select right word by word 
	SHIFT CTRL (
	Select left word by word
	SHIFT CTRL (
	Select up one paragraph at a time
	SHIFT CTRL (
	Select down one paragraph at a time
	Select from the cursor to the beginning of the current line
	Select from the cursor to the end of the current line
	Select to the beginning of the document
	Select to the end of the document
	Select the entire document


	Extend Mode
	If you prefer, you can select blocks of text using Extend mode.
	Keyboard
	i. Ensure selection mode is turned on by right clicking and ticking the SELECTION MODE option on the status bar.
	ii. Press F8 (EXTEND SELECTION appears on the status bar).  
	iii. Each time you press F8 again, Word increases the amount of text in the selection – 1 press selects the current word, a second press, the current sentence and so on.  

	Keyboard
	i. When the required amount of text has been selected, press ESC to turn off Extend mode.


	Selecting Non-Concurrent Text
	There is the ability to select areas of non-concurrent text. For example, you can select a paragraph at the top of a page and a sentence towards the bottom of the page. This then gives you the ability to perform an action (e.g. deletion, formatting) on the non-concurrent areas of text you have selected.
	Mouse and Keyboard
	i. Select the first item you want, such as a table cell or paragraph.
	ii. Hold down CTRL and Click and drag anywhere on the page or within your document with your mouse to elect any additional items you want. Keep CTRL pressed until all items have been selected.



	MOVE & COPY 
	Having entered text or pictures in a document, you may decide that you need to reposition them or, you may want to use a paragraph in another document that you have created.  The good thing about Word is that once you have entered something once, you can move or copy it anywhere – to other Word documents and even to files that belong to other applications.
	All Microsoft products use the same terminology when describing moving and copying items – cut, copy and paste.  These terms stem from the times when typesetters would lay out templates by physically cutting an item from its current location, and gluing or pasting it in to the new location.
	Moving Items
	Mouse
	i. Select the text that you want to move.
	Click the CUT button on the HOME Ribbon.  The selected text will disappear
	Move to the location where you want to place the text you cut.
	iv. Click the Paste button from the HOME ribbon

	Or
	Keyboard
	i. Select the text you want to move.
	ii. Press CTRL X to cut the selected text will disappear.
	iii. Move to the location where you want to place the text you cut.
	iv. Press CTRL V to paste the text into their new location.


	Copying Items
	Mouse
	i. Select the text that you want to copy. Click the COPY button on the HOME Ribbon.
	Move to the location where you want to place the text you copied.
	iii. Click the PASTE button from the HOME ribbon the copied text will appear

	Or 
	Keyboard
	i. Select the text you want to copy.Press CTRL C to make a copy to the clipboard
	ii. Move to the location where you want the copied text to go.  Press CTRL V to paste the copied text back in to the document


	Drag And Drop
	You can move and copy text by selecting and dragging it with the mouse.  When you do this, you must ensure that you have the correct mouse pointer shape displaying before dragging and dropping.
	Mouse 
	i. Select the text you want to move and move your mouse over the selection.
	ii. Drag the selection through your document; you will see a vertical dotted line near the tip of your mouse cursor indicating the insertion point of the dropped text.
	iii. When you are at the desired position let the mouse button go the text will appear.

	Mouse
	i. If you want to copy the selection, repeat steps one and two above but before clicking the mouse hold down the CTRL key on the keyboard then drag the text. You will see a plus sign appear next to the mouse pointer to signal the fact that you are copying rather than moving.
	ii. With the fuzzy line positioned where you want the copy, let go of the mouse first and then release the CTRL key.

	Mouse
	Click the OFFICE BUTTON and select the WORD OPTIONS button. Click the ADVANCED button, in the editing section, untick the ALLOW DRAG AND DROP.


	Moving And Copying Between Documents
	You can use any of the methods described above (even drag and drop) to move and copy items from one document to another.  When doing this, it is useful to be able to arrange the screen so that you can see the source document (the document containing the items that you want to move or copy) and the destination document (the document where you want to put them) at the same time.
	Mouse
	ii. Open both documents using the techniques described in the File Operations section.
	iii. Click on the title of the file on the windows task bar at the bottom of the screen to switch between documents

	Or 
	iv. Click on the VIEW ribbon and select ARRANGE ALL or VIEW SIDE BY SIDE in the WINDOW group, 
	v. Use your preferred technique (as described above) to move or copy items from one document to the other. 


	Clipboard Task Pane
	The Microsoft Office Clipboard allows you to collect text and graphic items from any number of Office documents or other programs and then paste them into any Office document. For example, you can copy some text from a Microsoft Word document, some data from Microsoft Excel, a bulleted list from Microsoft PowerPoint, some text from Microsoft FrontPage or Microsoft Internet Explorer and a datasheet from Microsoft Access, then switch back to Word and arrange any or all of the collected items in your Word document. The Office Clipboard works with the standard Copy and Paste commands. Just copy an item to the Office Clipboard to add it to your collection, then paste it from the Office Clipboard into any Office document at any time. The collected items stay on the Office Clipboard until you exit Office. 
	You can open the Office Clipboard in the task pane by clicking the DIALOG LAUNCHER on the CLIPBOARD group, HOME ribbon. Provided the SHOW OFFICE CLIPBOARD AUTOMATICALLY option is selected (this is done by selecting options at the bottom of the clipboard task pane.), you can have the Office Clipboard automatically opened when you do one of the following,: 
	 Copy or cut two different items consecutively in the same program. 
	 Copy one item, paste the item, and then copy another item in the same program. 
	 Copy one item twice in succession. 
	Clicking on the DIALOG BOX LAUNCHER the clipboard will open as a taskpane on the left hand side of the screen
	The clipboard holds the last 24 items that have been cut or copied from any of the Microsoft applications and allows you to paste the same item many times in many places including other applications.
	The clipboard is generic to all applications and needs merely to be displayed as it is here. The clipboard can be cleared at any time or single Items deleted
	To turn the Show Office Clipboard Automatically option or another Clipboard option on and off, click the Options button near the bottom of the Clipboard task pane.
	If you open the Office Clipboard in the task pane of one Office program, the Office Clipboard does not automatically appear when you switch to another Office program. However, while the Office Clipboard is active, each block of text or graphics that you copy or cut to the Clipboard is stored, up to a maximum of 24 blocks. A message is displayed above the status area to indicate an item has been added to the Office Clipboard and the total number of items in the clipboard. 
	As items are added to the Office Clipboard, an entry is displayed in the Office Clipboard gallery. The newest entry is always added to the top of the gallery. If you copy a 25th item, the Office Clipboard discards the first one.
	Each entry includes an icon representing the source Office program and a portion of copied text or a thumbnail of a copied graphic.

	Mouse
	Select the item you want to copy or cut and use one of the copy or cut techniques described earlier.
	ii. Continue copying items from documents in any Office program until you have collected all of the items you want (up to 24).
	If you want to display the Office Clipboard in the active program, click the DIALOG BOX LAUNCHER in the CLIPBOARD group
	iv. Click where you want the items to be pasted and simply click the description of the item in the list. 
	You can also paste or delete an item from the clipboard by clicking the down arrow that appears to the right of the description when you move the pointer over it and choosing a command from the drop-down menu.
	To paste all items stored in the clipboard, click the Paste All button at the top of the Clipboard task pane. The items will be inserted into the document in the order in which they were copied to the Clipboard, i.e. the bottom item will be pasted first and the top item last. To remove all items from the Clipboard, click the Clear All button.


	Insert A File
	If you need to copy the entire contents of one file into another, you can use a command on the Insert ribbon.
	Menu
	i. Position the cursor at the point where you want to insert the file.
	Choose the INSERT ribbon TEXT group and the drop down arrow to the right of OBJECT select TEXT FROM FILE.  The following dialog box will appear: 
	iii. Select the folder containing the file you want to insert and then click the file name to highlight it.
	iv. Click the INSERT button to insert the file.




	SECTION 5 FORMATTING
	 Change the font style and size of characters
	 Apply formatting effects to characters such as Bold, Italic and underline
	 Change the alignment of paragraphs
	 Indent paragraphs
	 Use advanced font and paragraph formats
	 Set tabs
	 Apply borders
	 Apply bullets and numbering
	TEXT FORMATS
	Word divides formatting into two types – Character formats and paragraph formats.  Character formats can be applied to individual characters within a document.  They include bold, italic and different font styles and sizes.  Paragraph formats affect whole paragraphs and control the layout of text on a page such as alignment, indents and so on.
	Character Formats
	Word is best suited to applying formats to text that has already been typed.  It is often better to get the raw information in the document without worrying about how it looks and then going back afterwards and applying the formats.

	Formatting Font Group
	The formatting font group on the HOME ribbon contains buttons for applying some of the most commonly used formats.

	Font Style
	The font style controls what individual characters look like.  True Type fonts will always look the same on screen as in a printed copy.  Some fonts are serifed (the characters have “curly” edges, whilst others are plain (sans serif).
	Mouse
	i. Select the text to change.
	ii. Click on the drop-down list arrow to the right of the currently displayed font name.  
	iii. Select the font to use – the selected text will alter accordingly

	Or
	Keyboard
	i. Select the text to change.
	ii. Press CTRL SHIFT F to open up the font dialog box focusing on the current font.
	iii. Use the cursor keys to drop down the list of available fonts, use the up and down arrows to move the highlight bar up and down the list and ENTER to apply the chosen font to the selected text and close the dialog.


	Point Size
	This controls the size of the printed characters.
	Mouse
	i. Select the text to change.
	ii. Click on the drop-down list arrow to the right of the currently displayed point size.  
	iii. Pick a new number from the list – the selected text will change size accordingly.

	Or
	Keyboard
	i. Select the text to change.  
	ii. Press CTRL SHIFT P to open up the font dialog box focusing on the point size.
	iii. Either type the point size that you want to use (your typing will replace the currently selected number) or use cursor keys to move through the list of point sizes 
	iv. Press ENTER to apply the currently highlighted size to the selected text and close the dialog


	Bold, Italic And Underline
	Bold, italic and underline can be applied to the selection using buttons on the formatting toolbar or keyboard shortcuts.
	Mouse
	i. Select the text to change. 
	ii. Click on either the B, I  or U buttons on the toolbar.  The button will “switch on” and the selected text will display the applied format.

	Or
	Keyboard
	i. Select the text to change.  
	ii. Press CTRL B to apply bold formatting, CTRL I to apply italic formatting or CTRL U to apply single underline formatting to the selected text.

	Mouse
	Select the text with the format.
	ii. Click the Bold, Italic or underline button to turn the format off. 

	Or Keyboard
	i. Select the text with the format.
	ii. Press CTRL B, CTRL I or CTRL U to switch the format off.

	Mouse 
	i. Select text to be underlined
	Click on drop down arrow to right of the U symbol to see more styles scroll until desired style is highlighted.
	iii. Click on style to apply

	Mouse
	Select text to be underlined
	ii. Click on drop down arrow to right of the U symbol move to the UNLINE COLOUR option at the bottom to display colours
	iii. Select colour to apply


	Text Highlights
	Just as you can use a fluorescent marker to highlight the salient points on a printed page, Word allows you to highlight text on screen. Highlights will show in the printed document in colour if you have a colour printer, or in grey tones if you have a black and white printer.
	Mouse
	i. Click the button to switch the highlight tool on. 
	ii. Drag your mouse over the text to highlight.
	iii. When you have finished, click the highlight button once more to switch the tool off. 

	Mouse
	i. Select the text that has the highlighting. 
	Click the drop down list arrow on the right of the Highlight button.
	iii. Choose No Colour to remove highlighting from the selected text.
	iv. If you would like to highlight using a different colour, click the drop-down list arrow to the right of the highlight button and choose the desired colour from the options that appear, then drag across the text to highlight.  


	Font Colour
	This will change the colour of on-screen text.  It will also print the text in the chosen colour if you are connected to a colour printer.
	Mouse
	i. Select the text you want to change. 
	ii. Click the drop-down list arrow displayed on the right-hand side of the button and choose the desired colour.

	Mouse
	i. Select the text you want to reset to the default colour.
	ii. Click the drop-down list arrow displayed on the right-hand side of the Font colour button.
	iii. The Automatic option will reset text back to the default colour (normally black).



	FONT DIALOG
	The Formatting group contains the most commonly applied formats; however there are more options available in the Format Font dialog box.
	Mouse
	i. Select the text to format.
	Clicking on the DIALOG BOX LAUNCHER in the font group will open the FONT dialog.
	iii. The dialog box contains two tabs – FONT and CHARACTER SPACING which are discussed below.


	Font Tab
	Many of the options on the Font tab are the same as those on the formatting toolbar, however, the UNDERLINE options include some extra underline styles.  The dialog box also has more effects than can be achieved using the formatting toolbar.
	Mouse
	i. Select the text to format.
	ii. Access the FONT dialog and click the FONT tab.
	Click the drop-down arrow to the right of the UNDERLINE STYLE box – a list of different underline options will appear.  
	iv. Choose your preferred option by clicking on it.  The PREVIEW window at the bottom of the dialog box displays a preview of how your text will look if you choose to keep the applied formats.
	v. Click the OK button to keep the format.  Clicking CANCEL will abandon any choices you have made and close the dialog box.


	Effects
	Most of the effects change the appearance of the characters. SUPERSCRIPT and SUBSCRIPT allow you to raise and lower characters (e.g. 10m2 or H2O).  Some effects have more useful functions – for example HIDDEN renders text on-screen and in the printed document invisible, particularly useful if you want to hide references to the source of a document or picture so they don’t get printed.  Note however than Hidden text will show on-screen if the Show/Hide button is clicked on.
	Mouse
	i. Select the text to format.
	ii. Access the FONT dialog and click the FONT tab.
	iii. Check the boxes by clicking in them with the mouse next to the relevant options to switch an effect on.  The Preview window will show you what each one looks like.  
	iv. Uncheck the boxes to switch an effect off.


	Character Spacing Tab
	This tab contains options that allow you to increase or decrease the amount of space between individual characters in a word, or raise or lower those characters in relation to the other characters positioned on the same line.  The PREVIEW window at the bottom of the dialog will display what the selected text will look like as you change the settings. 
	Changes the size and space between the individual characters in the selection. 
	Mouse
	i. Select the text to format.
	ii. Access the FONT dialog and click the CHARACTER SPACING tab.
	Click the drop down list next to the default Scale setting to list other percentage scales, some bigger and some smaller than the current figure. 
	iv. Choose a larger percentage to increase the space between the characters in the selected text and make the characters proportionally larger as well.  Choose a smaller figure to squash characters together and also decrease their size in proportion to the scale percentage chosen.
	Changes the space only between the individual characters without altering their size.

	Mouse
	i. Select the text to format.
	ii. Access the Font dialog and click the character spacing tab.
	iii. Click the drop down arrow to the right of the Spacing option.
	iv. Choose “Expanded” (more space between the individual characters) or “Condensed” (less space between the individual characters).  
	Use the BY box which has up and down arrows that can be clicked to increase or decrease by how many points (or tenths of points) the characters are expanded or condensed. 
	“Normal” position places the characters on the same level as the other characters on that line.   You can choose to have text raised or lowered instead.

	Mouse
	i. Select the text to format.
	ii. Access the FONT dialog and click the CHARACTER SPACING  tab.
	iii. Display the list by clicking the arrow to the right of the Position box.
	Choose “RAISED” or “LOWERED” – the BY box then allows you to increase or decrease (again in tenths of points) by how much your characters should deviate from the base line position.
	You need this option because some fonts are proportional and others are not.  
	Proportional fonts will adjust the amount of space between one character and the next depending on what that character is; for example the letter “l” is a thin character and does not need as much space as an “e”.  
	Non-proportional fonts allocate the same amount of space for each character regardless of its width.  The POINTS AND ABOVE box allows you to set a size above which Word will kern the fonts – if you are using a proportional font and you have used the Spacing option, you may need to switch the Kerning on to prevent the same amount of spacing being allocated to each character.

	Mouse
	Select the text to format.
	ii. Access the FONT dialog and click the CHARACTER SPACING tab.
	iii. Click in the KERNING FOR FONTS check box to switch kerning on.
	iv. Use the POINTS AND ABOVE box to set the size at which Word will begin to kern fonts.
	v. When you have set all the options you require on this tab, click OK to apply them.  CANCEL will abandon any changes you may have made.


	Formatting By Using The Mini Toolbar
	When you select text, you can show or hide a handy, miniature, semitransparent toolbar called the Mini toolbar. The Mini toolbar helps you work with fonts, font styles, font sizing, alignment, text color, indent levels, and bullet features.
	The following shows how the semitransparent toolbar looks when you select text on a slide or in a shape in Microsoft Word
	The following shows the Mini toolbar when you rest your pointer on it. To use the toolbar, click any of the available commands.

	Keyboard Shortcuts For Character Formatting
	It is sometimes quicker to use key combinations to apply formatting to text within a document and the table below lists the shortcut keys that you can use to do this:
	Increase the font size
	Decrease the font size
	Increase the font size by 1 point
	Decrease the font size by 1 point
	Display the Format, Font dialog
	Change the case of letters
	Format letters as all capitals 
	Apply bold formatting
	Apply an underline 
	Underline words but not spaces
	Double-underline text
	Apply hidden text formatting
	Apply italic formatting
	Format letters as small capitals 
	Apply subscript formatting (automatic spacing)
	Apply superscript formatting (automatic spacing)
	Remove manual character formatting
	Keyboard shortcuts for character formatting


	PARAGRAPH FORMATS
	When you need to control how a paragraph lines up on a page, you apply paragraph formats.  As with character formatting, some of the most commonly used options appear as buttons on the Formatting toolbar whilst others can only be accessed via the Paragraph dialog box.
	Alignment
	You can select from four different alignment options in Word by clicking the relevant button (described below) :
	Mouse
	i. Position the cursor in the paragraph whose alignment you want to change, or if you are aligning several paragraphs, highlight them.
	ii. Click on the button for the alignment you require (see below).
	Click this button to left-align paragraphs.  Left alignment ensures that the left edge of each line in the paragraph begins at the same place.  Because of the word-wrapping, the right-hand edge of the paragraph won’t line up exactly, this is sometimes called a “ragged” edge.  Left alignment is the default alignment for new Word documents.
	Click this button to centre paragraphs.  This will make each line of the paragraph position its centre point in the middle of the page.  Both the left and right edges of the paragraph will be ragged.
	Click this button to right-align paragraphs.  Right alignment ensures that the right edge of each line in the paragraph begins at the same place – the left edge will be ragged.
	Click this button to justify paragraphs.  This ensures that both the left-hand and right-hand edges of the lines in the paragraph begin and end at the same position, eliminating any ragged edges.

	Or
	Keyboard
	i. Click the cursor inside the paragraph whose alignment you want to change or, if you are aligning several paragraphs, highlight them.
	ii. Press CTRL L to left align, press CTRL R to right align, press CTRL E to centre or CTRL J to justify.


	Indents
	Indents allow you to control the white space at the left and right hand side of a paragraph. There are a variety of different methods for setting indents which are described below.
	Mouse
	Click the cursor inside the paragraph whose alignment you want to change or, if you are aligning several paragraphs, highlight them.
	ii. Click the increase indent button to indent the selected paragraphs by ½ an inch from the left. You can click this button again to increase by a further ½ inch and so on.
	If you need to decrease the indent by ½ inch, click the decrease indent button to do this.

	Or
	Keyboard
	i. Click the cursor inside the paragraph whose alignment you want to change or, if you are aligning several paragraphs, highlight them.
	ii. Press CTRL M to increase the indent of the selection ½ inch from the left.
	iii. Press CTRL SHIFT M to decrease the indent by ½ inch.


	Use The Ruler To Set Indents
	The buttons on the toolbar allow you to indent a set amount from the left only.  If you need to indent a paragraph from the right, or you want the indent to be a very specific amount, it is easier to use the ruler.
	The markers displayed above sit on the ruler.  The first line indent marker controls the first line position of the paragraph and the hanging indent marker the position of all lines following the first line. The left indent rectangle that sits under them maintains any gap between the first line marker and the hanging indent marker so the two can be moved together. The right indent marker controls where the paragraph ends.
	Mouse
	i. Position the cursor in the paragraph to indent or select the text if it includes more than one paragraph.
	ii. Click on the rectangle (left indent) that sits on the ruler and drag this along the ruler – you will see a vertical guideline that draws itself down into your document to help you decide where the paragraph indent should be.  
	iii. Release the mouse to set the indent.

	Mouse
	i. Position the cursor in the paragraph to indent or select the text if it includes more than one paragraph.
	ii. Click on the upward triangle that sits on the right-hand side of the ruler (right indent marker) and drag this along the ruler – you will see a guideline that draws itself down into your document to help you decide where the paragraph indent should be.  
	iii. Release the mouse to set the indent.


	First Line Indent
	A first line indent is used where the first line of a paragraph needs to start further in than the other lines as in the example below:
	“It is company policy to ensure that all staff are fully trained in the use of the computer systems employed by the firm so that they may carry out their daily duties in the most efficient way.”
	Mouse
	i. Position the cursor in the paragraph to indent or select the text if it includes more than one paragraph.
	ii. Click on the downward triangle marker (first line marker) that sits on the left-hand side of the ruler and drag this along the ruler – a guideline appears that the first line will jump to when you release the mouse.

	Mouse
	i. Position the cursor in the paragraph to change or select the text if it includes more than one paragraph.
	ii. Drag the first line marker back so that it lines up with the other markers.


	Hanging Indent
	A hanging indent is used where the first line of a paragraph needs to start further back than the other lines as in the example below:
	“It is company policy to ensure that all staff are fully trained in the use of the computer systems employed by the firm so that they may carry out their daily duties in the most efficient way.”
	Mouse
	i. Position the cursor in the paragraph to indent or select the text if it includes more than one paragraph.
	ii. Use the left indent marker to indent the whole paragraph from the left the desired amount
	iii. Drag the upward triangle (hanging indent marker) back along the ruler – a guideline will appear to show you where all lines (except the first line) in your paragraph will jump to when you release the mouse.

	Or
	Keyboard
	i. Position the cursor in the paragraph to indent or select the text if it includes more than one paragraph.
	ii. Press CTRL T

	Mouse
	i. Position the cursor in the paragraph to format or select the text if it includes more than one paragraph.
	ii. Drag the hanging indent marker back so that it lines up with the other markers.

	Or
	Keyboard
	i. Position the cursor in the paragraph to format or select the text if it includes more than one paragraph.
	ii. Press CTRL SHIFT T


	Other Paragraph Formats
	The most commonly applied paragraph formats can be set using the buttons on the formatting toolbar as described in the previous section; however, there are further formats that can be accessed using the Paragraph dialog box.
	Mouse
	i. Position the cursor in the paragraph to format or select the text if several paragraphs are involved..
	Clicking on the DIALOG BOX LAUNCHER in the PARAGRAPH group will open the PARAGRAPH dialog.
	iii. This dialog box has two tabs, INDENTS AND SPACING and LINE AND PAGE BREAKS that are discussed below.


	Indents And Spacing Tab
	Most of the options on this tab are for formats that can be accessed through other means.  The ALIGNMENT drop-down list allows you to pick one of the four alignment options that can also be applied using the formatting toolbar.  The INDENTATION options relate to the amount of left or right indent to be applied, and the SPECIAL and BY settings allow you to set up first line and hanging indents using the BY box to control the amount of each.  The options outlined below can only be applied through the dialog or via keyboard shortcuts.
	Use these settings to control how much white space appears before and after the selected paragraph or paragraphs.  You can increase white space by inserting blank lines within you document. (i.e. pressing the ENTER key) but this can be time consuming and sometimes inconsistent.  
	The Line Spacing list allows you to increase the space Word allocates between each individual line in a paragraph.  There are several settings which are described below:
	Choose this option and then use the At box to give the number of lines by which you would like to space your paragraphs.  
	The default is 3, but you can change the numbers either by using the arrows to increase and decrease, or by selecting the number and typing a new one over it.
	With the At Least setting, if any of the characters within the selected paragraph are set to more than 18 pts size, the line spacing will adjust to accommodate it.  
	Choose this option and then use the AT box to give a minimum number of points by which your lines should be spaced out (e.g. 18 pts).  
	With the Exactly setting, characters within the selected paragraph that are larger than the line space amount will be cut off.  
	Choose this option and then use the AT box to give an exact number of points by which your lines should be spaced out (e.g. 18 pts).  
	Mouse
	i. Select the paragraphs to change and access the PARAGRAPH dialog, click the INDENTS AND SPACING tab.
	ii. Click the up or down arrows on the right of the Before and After boxes to increase or decrease the number of points of space before and after – the numbers jump in increments of 6pts but you can select the number already there and type in any number of points as appropriate.  
	iii. The PREVIEW pane towards the bottom of the dialog shows what your paragraph(s) will look like.
	iv. Click the OK button to confirm and close the dialog, or click CANCEL to close the dialog, abandoning any changes you have made to the settings within.

	Mouse
	Select the paragraphs to change.
	ii. Access the Paragraph dialog and click the INDENTS AND SPACING tab.
	iii. To space out the individual lines within a paragraph, first choose the amount of space you require by clicking on the drop-down list to the right of the LINE SPACING box.  
	iv. Select the required option detailing the amount of spacing to be applied, (Single, Double, 1.5).  
	v. The Preview pane towards the bottom of the dialog shows what your paragraph(s) will look like.  
	vi. Click the OK button to confirm the format change and close the dialog.  CANCEL closes the dialog, abandoning any changes you have made to the settings within.


	Line And Page Breaks Tab (Pagination)
	Settings on this tab primarily control how Word will insert automatic page breaks.
	As this is a very useful option, most installations of Word will switch it on for all paragraphs by default.  It prevents page breaks falling right after the first line of a paragraph leaving the first line stranded at the bottom of a page (i.e. a “widow”).  The “orphan” is where a page break falls just before the last line of a paragraph, leaving the final line stranded at the top of a page. 
	This option prevents Word from putting a page break through a paragraph.  
	This ensures that the selected paragraph(s) will never be split by page breaks.
	This would cause the selected paragraph(s) to always appear at the top of a new page.
	Mouse
	i. Tick this box to switch Widow/Orphan control on or off.

	Mouse
	i. Tick this box to prevent an automatic page break falling within the selected paragraph(s).

	Mouse
	i. Check this box to prevent the selected paragraph(s) from being separated from the next paragraph by an automatic page break.

	Mouse
	i. Check this box to ensure that the selected paragraph(s) always begins on a new page.


	Keyboard Shortcuts For Paragraph Formatting
	It is possible to access all paragraph formats through the Format, Paragraph dialog box. However, it can be quicker to apply paragraph formats using keyboard shortcuts. Some useful shortcuts are listed in the table below. 
	Single-space lines
	Double-space lines
	Set 1.5-line spacing
	Add or remove one line space preceding a paragraph
	Centre a paragraph
	Justify a paragraph
	Left align a paragraph
	Right align a paragraph
	Indent a paragraph from the left
	Remove a paragraph indent from the left
	Create a hanging indent
	Reduce a hanging indent
	Remove paragraph formatting
	keyboard shortcuts for paragraph formatting

	Format Painter
	When you have applied formats to a block of text, there may be other sections within your document that need to have the same combinations of formats applied.  To save you having to repeat the process of applying the same formats all over again, you can use the format painter to pick up the formats from the text that has them and paint them on to the text you want to change.
	Mouse
	Select the text that has the formatting you need. 
	ii. Click the FORMAT PAINTER button from the CLIPBOARD  group on the HOME ribbon.
	iii. Drag across the items you want to format.  When you release the mouse, the formats will appear on the selected text.
	If you want to paint paragraph formats onto text, make sure you select the paragraph mark at the end of the text that has the paragraph formats before you click the Format Painter button.


	Remove Formatting With The Keyboard
	You can remove all the formatting that has been applied and reset the selected text back to the document defaults by using the keyboard.
	Keyboard
	i. Select the text to remove the formats from.
	ii. Press CTRL SPACEBAR.

	Keyboard
	i. Select the text to remove the formats from.
	ii. Press CTRL Q



	BORDERS
	Borders can be applied to many different objects in Word; for example, you can add borders to tables, paragraph edges or even whole pages in a document.  There are also some automatic formatting keystrokes that will add borders to the cursor position in your document (See the section on AutoFormatting for more information).
	Applies or removes borders both inside and outside
	Applies or removes top border
	Applies or removes left border
	Applies or removes a border horizontally inside a selection
	Applies or removes descending diagonal 
	Applies horizontal line
	Applies or removes inside border
	Removes all borders
	Applies or removes right border
	Applies or removes a border vertically inside a selection
	Applies or removes ascending diagonal
	Mouse
	i. Select the paragraph.
	ii. Click on the drop down arrow to the right of the BORDERS button in the PARAGRAPH group on the HOME ribbon, displays the palette to the right
	iii. Click on any combination of the border tools to determine which edges of the paragraph are bordered.
	The buttons on the palette perform the following functions:


	Changing The Paragraph Border Width
	The width of the border is controlled by the right indent measurement belonging to the paragraph. 
	Mouse
	i. Click in the paragraph with the border or select the paragraphs if more than one paragraph's borders need changing.
	ii. Drag the indent markers on the ruler to correspond with the new border width.


	More Borders Via The Dialog Box
	Borders can be added using the borders dialog available from the borders drop down button.  Applying borders in this way gives you more options as to line style, shading and so on.
	Mouse 
	i. Select the paragraph(s).to be bordered
	Click the drop down arrow to the right of the borders button in the PARAGRAPH group and select BORDERS AND SHADING the following dialog appears.
	iii. Click on the BORDERS tab.
	iv. Choose the required border style
	v. Select a thickness or colour for the border
	vi. Select an option from the left on where to apply the border OR Use one of the buttons on the left hand side of dialog to apply different borders top, bottom, left or right
	vii. Click OK to apply borders to selected text


	Page Borders
	You are able to apply a border around an entire page. It is generally used in the same way as paragraph borders except you have an interesting addition, Art, where you have the opportunity to select an artistic page border. You may have to alter the border width so that it is not too big.
	Mouse
	i. Select the drop down arrow to the right of the border tool button in the PARAGRAPH group and select BORDERS AND SHADING. (If the dialog has already been used then the border button will change and you only need to click it to bring up the dialog box.
	ii. Click the PAGE BORDER Tab.

	Or
	Click on the PAGE BORDERS button on the PAGE LAYOUT ribbon in the PAGE BACKGROUND group
	ii. Select the appropriate border styles from the Settings palette as you did for a paragraph border and apply them as before.

	Or
	i. Click the ART drop-down list to select from a range of graphics to use as a page border
	ii. Click OK.


	Shading
	The third tab within the Borders and Shading dialog allows you to apply shading to a paragraph or a piece of text.
	Mouse
	i. Select what you want to shade (i.e. a word or phrase, or a whole paragraph).
	ii. Open the BORDERS SHADING dialog as previous.
	iii. Select the SHADING tab
	iv. Choose a colour from the colour palette by clicking it.
	v. If appropriate, choose a pattern from the pattern drop-down list and assign a colour to the pattern with the Colour drop-down list.
	vi. Click OK.


	Shortcut Menus
	You can apply both character and paragraph formats using Word’s shortcut menus.
	Mouse
	i. Select the items to format.
	ii. With the mouse positioned anywhere within the highlighted area, click the right mouse button.
	iii. Select the Font, Paragraph or Indents option by clicking on it with the mouse.
	iv. There is also the mini toolbar to select other formatting options



	BULLETED AND NUMBERED LISTS
	Word has tools for automatically assigning bullets and numbers to lists.  You can choose from a variety of different number formats and select which bullet symbols to use.  You can also create multi-level lists very easily using this feature.  With numbered lists, if you move, delete or add items, Word will automatically renumber the list so that you always have the correct numeric sequence.
	Bullets
	Bullets are symbols that can be used to denote list items or headings.  They attach themselves to paragraphs within a document.
	Mouse
	i. Type the list one line under the other.
	ii. If you want blank lines of space between list items select the lines and use the SPACE AFTER setting in the PARAGRAPH dialog.
	Click the BULLETS button in the PARAGRAPH group to apply bullet symbols to your list using the default bullet style (the button will switch on).

	Or
	Click on drop down arrow to right of BULLETS and choose one from the displayed choices.


	Remove Bullets
	When you want to add a paragraph underneath your last list item, you may find that the bullets continue.  This is because bullets and numbers are paragraph level formats and Word will copy them from one paragraph to the next when you press the ENTER key.  When you don’t want the bullets any more, if you press ENTER again, Word will assume that you have finished your list and remove it accordingly
	Mouse
	i. Click the cursor on the paragraph where the bullet is, or if the bullets are on several paragraphs, select them.
	ii. Click the BULLETS button in the PARAGRAPH group (the button will switch off)

	Or Keyboard
	i. Click to position the cursor at the very end of last list item with a bullet.
	ii. Press ENTER twice.


	Define A New Bullet.
	The bullets menu gives you a small selection of pre-picked bullet symbols for you to choose from.  If none of those is suitable for your list, you can define a new bullet from scratch with a palette that contains a bigger selection of symbols.  You can also change the indent positions of your list items. (Using the paragraph dialog)
	Mouse
	Click on drop down arrow to right of BULLETS and choose DEFINE NEW BULLET a dialog will appear.
	ii. Click the SYMBOL button to select a different symbol.  This displays the symbol dialog below: 
	Initially Word displays symbols from the Symbol font.  You can choose from a different font by clicking the drop down list arrow to the right of the FONT box. 
	Click on a symbol from the palette to select it then click OK to go back to the previous dialog.  The selected bullet will be displayed in one of the preview panes.
	v. Click the FONT button to access the FONT dialog if you want to make changes to bullet size and style.

	Or 
	i. Click the PICTURE button to browse through a gallery of picture bullets.  This displays the picture dialog right.
	ii. Choose a picture from the gallery or click IMPORT to select a picture from disk and click OK
	iii. Click OK to replace the existing bullets with your custom bullet.

	Mouse 
	Select the list.
	ii. Open the PARAGRAPH dialog using the DIALOG BOX LAUNCHER.
	To change the bullet position, set the left indent to where you want the bullet to appear
	iv. From the SPECIAL drop down box select HANGING.
	v. In the BY box set the measurement where you want the text to line up
	vi. Click OK to apply the new indents to the selected items and close the dialog.


	Numbering
	You can add numbers to paragraphs in a document.  Word lets you choose between a variety of different numbering styles.
	Mouse
	i. Type the list. And select it.
	ii. If you want blank lines of space between list items select the lines and use the AFTER setting in the PARAGRAPH dialog.
	Click the NUMBERS button on the PARAGRAPH group to apply numbers to your list (the button will switch on).

	Or
	Use the drop down arrow to the right of the NUMBERING button to see a selection of numbering styles after making a selection click to apply style to highlighted list.


	Remove Numbers
	When you want to add a paragraph underneath your last list item, you may find that the numbers continue.  This is because bullets and numbers are paragraph level formats and Word will copy them from one paragraph to the next when you press the ENTER key.  
	Mouse
	i. Click the cursor on the paragraph where the number is, or if the numbers are on several paragraphs, select them.
	 Click the NUMBERS button on the PARAGRAPH group.(Button will switch off).

	Or
	Keyboard
	i. Click to position the cursor in front of the number to remove.
	ii. Press BACKSPACE.


	Create Or Change A Numbered List
	Word applies the number style that you chose last time you used the bullets and numbering option.  You may want to use a different numbering style.
	Mouse
	i. Select the numbered list. 
	Use the drop down arrow to the right of the numbering button to see a selection of numbering styles after making a different selection click to apply style to highlighted list.
	You may wish to create your own style of numbering for your document this is very easy in 2007

	Mouse
	Use the drop down arrow to the right of the NUMBERING button to see a selection of numbering styles select at the bottom DEFINE A NEW NUMBER FORMAT. The dialog box to the above right is displayed with the options:

	Number style:
	Click the drop-down list arrow to the right of the NUMBER STYLE box. Word offers a variety of different numbering styles for lists, standard Arabic numbers, Roman numerals and so on.
	iii. Click on the required style from the displayed list.

	Number format:
	iv. Click on the FONT button.  The FONT dialog opens allowing you to select font options for the selected number style.
	v. After selection click OK to return you to the DEFINE NEW NUMBER FORMAT dialog box.
	vi. Add other characters to the NUMBER FORMAT text box to enhance your number style.  Use this option to add extra digits to numbers (e.g. if you want extra decimal places) or to add prefix and suffix characters (e.g. the word “Item”, -dash etc.).
	vii. Use the ALIGNMENT drop down box to allow a change in alignment of the numbers to left, right or centre.
	viii. Click OK to apply all options selected to your list.
	Select the list.
	ii. Open the PARAGRAPH dialog using the DIALOG BOX LAUNCHER.
	To change the number position, set the left indent to where you want the bullet to appear
	iv. From the SPECIAL drop down box select HANGING.
	v. In the BY box set the measurement where you want the text to start.
	vi. Click OK to apply the new indents to the selected items and close the dialog.


	To Change Start Number Of List
	Some list points can be several paragraphs long.  When this is the case, you will need to switch the numbering off for those paragraphs that “belong” to the previous paragraph’s number.  When you are ready to start numbering again, Word will allow you to continue using the next number in sequence.
	Mouse
	i. Click in the numbered paragraph you wish to change the number for.
	Click on the drop down arrow to the right of the NUMBERING button and select, near the bottom SET NUMBERING VALUE a dialog will appear.
	iii. Enter the desired number value in the SET VALUE TO box and click OK. The paragraph should now begin with the desired number.

	Mouse
	i. Click in the numbered paragraph you wish to change the number for.
	Click on the drop down arrow to the right of the NUMBERING button and select, near the bottom SET NUMBERING VALUE a dialog will appear.
	iii. Select CONTINUE FROM PREVIOUS list and click OK your list should now continue numbering from the previous list.


	Start A New List
	There may be occasions where you need to end one list and begin a new one straight away.  Unless you tell it otherwise, Word will assume that the numbering should follow on in sequence from the previous list.
	Mouse
	i. Click in the numbered paragraph you wish to change the number for.
	Click on the drop down arrow to the right of the NUMBERING button and select, near the bottom SET NUMBERING VALUE a dialog will appear.
	iii. Select START NEW LIST and click OK your list should now start again from 1.


	Applying A Multi-Level List
	You can apply lists using Word’s automatic numbering tools that have many different list levels.  This is useful if the list you are creating has sub-points which need to line up properly.  Word will initially use the top level style for all list items.  Use the keyboard to demote and promote items to the required levels.
	Mouse
	i. Type the list one line under the other.
	ii. If you want blank lines of space between list items select the lines and use the SPACE AFTER setting in the PARAGRAPH dialog.
	Use the drop down arrow to the right of the MULTI-LEVEL NUMBERING button to see a selection of multi-level numbering styles after making a selection click to apply style to highlighted list.

	Mouse
	Position the cursor somewhere in the paragraph, or if you want to demote several paragraphs, select them and click the indent button in the paragraph group or press the TAB key.

	Or
	Use the drop down arrow to the right of the multi-level numbering button and near the bottom choose CHANGE LIST LEVEL and select a new level for your list.

	Mouse
	Position the cursor somewhere in the paragraph, or if you want to demote several paragraphs, select them and click the outdent button or hold down the SHIFT and TAB key.

	Or
	Use the drop down arrow to the right of the multi-level numbering button and near the bottom choose CHANGE LIST LEVEL and select a new level for your list.


	To Define A New Multi Level List
	If none of the multi level lists suit your purposes it is possible to define one of your own with many options all in one place to set the indents and number styles required for your document
	Mouse
	Use the drop down arrow to the right of the multi-level numbering button and near the bottom; choose DEFINE NEW MULTI-LEVEL LIST a dialog (above) will appear.
	ii. Select a level to modify (1-9)
	iii. Click the drop-down list arrow to the right of the NUMBER STYLE box. Word offers a variety of different numbering styles for lists, standard Arabic numbers, Roman numerals and so on.
	iv. Click on the required style from the displayed list.
	v. Click on the FONT button.  The FONT dialog opens allowing you to select font options for the selected number style.
	Add other characters to the ENTER FORMATTING FOR NUMBER text box to enhance your number style.  Use this option to add extra digits to numbers (e.g. if you want extra decimal places) or to add prefix and suffix characters (e.g. the word “Item”, -dash etc.).

	Position
	vii. Use the NUMBER ALIGNMENT drop down box to allow a change in alignment of the numbers to left, right or centre.
	viii. Either enter a number or use the spin buttons to set the indent for the number or character for this level.
	ix. Either enter a number or use the spin buttons to set the indent for the text you will type at this level (where you want your text to start).
	x. If you want the same set of indents for all levels then click the SET FOR ALL LEVELS button the indents chosen will be applied for all levels within your list.
	xii. Click OK to complete and create your new multi level list


	Bullets And Numbering With The Shortcut Menu
	You can apply Bullets and Numbering from the shortcut menu that appears when you click the right-mouse button over a selection.
	Mouse
	i. Select the items to numbered or bulleted.
	ii. Position the mouse anywhere over the highlighted area and click the right mouse button.
	iii. From the resulting shortcut menu, choose the Bullets or Numbering options you should see the same options as if you had used the drop down arrow to the right of the buttons on the home ribbon.
	iv. Click on the style you want to apply that style of bullets or numbering to your selected text.


	Apply Bullets And Numbers As You Type
	You can tell Word that you are about to type a numbered or bulleted list by starting the first list item in a special way.  When you press ENTER to start a new line, Word will autoformat your current text with standard bullets and numbers.
	Keyboard
	i. Start the list by typing an asterisk and then press TAB.  Type the list text item immediately after and then press ENTER.  Word will change the asterisk to the standard bullet symbol and start the next line with the bullet, ready for you to type the next item.

	Keyboard
	i. Type the first number and press TAB.  Type the first list item immediately after and then press ENTER.  Word will continue the numbering on the new line ready for you to type the next item.




	SECTION 6 TABS & TABLES
	 Understand tabs
	 Use tabs to create a list
	 Set leader tabs within a document
	 Insert a table
	 Enter and format text on tables
	 Navigate and select text
	 Change the table layout
	 Format tables
	TABS
	Tabs allow you to create simple tables of data that line up along a particular vertical position.  You can also use advanced tab settings to create paper forms for print outs, or basic tables of contents.  Generally, these items contain dotted or solid lines for you to sign on or to indicate a page number for a topic - these lines can be generated with leader tabs.
	Basic tabs with alignment
	There are several different kinds of alignments with tabs we will explore some of them here.
	A LEFT TAB stop sets the start position of text that will then run to the right as you type.
	A CENTER TAB stop sets the position of the middle of the text. The text centers on this position as you type.
	A RIGHT TAB stop sets the right end of the text. As you type, the text moves to the left.
	A DECIMAL TAB stop aligns numbers around a decimal point. Independent of the number of digits, the decimal point will be in the same position. (You can align numbers around a decimal character only; you cannot use the decimal tab to align numbers around a different character, such as a hyphen or an ampersand symbol.)
	A BAR TAB stop doesn't position text. It inserts a vertical bar at the tab position.

	Default Tab stop
	 To change default tab stop
	Mouse 
	i. On the PAGE LAYOUT Ribbon, click the PARAGRAPH DIALOG BOX LAUNCHER. 
	ii. In the PARAGRAPH dialog box, click TABS. 
	iii. In the DEFAULT TAB STOPS box, enter the amount of spacing that you want between the default tab stops. 


	Set manual tab stops with ruler
	You might want to use the ruler to set manual tab stops at the left side, middle, and right side of your document.  If you don't see the horizontal ruler that runs along the top of the document, click the VIEW RULER button at the top of the vertical scroll bar.
	You can quickly set tabs by clicking the tab selector at the left end of the ruler until it displays the type of tab that you want and then clicking the ruler at the location you want. 
	 To use the horizontal ruler to set tab stops
	i. By default, there are no tab stops on the ruler when you open a new blank document. 
	The final two options on the tab selector are actually for indents. You can click these and then click the ruler to position the indents, rather than sliding the indent markers along the ruler. Click FIRST LINE INDENT , and then click the upper half of the horizontal ruler where you want the first line of a paragraph to begin. Click HANGING INDENT, and then click the lower half of the horizontal ruler where you want the second and all following lines of a paragraph to begin. 
	iii. When you set a BAR TAB STOP, a vertical bar line appears where you set the tab stop (you don't need to press the TAB key). A bar tab is similar to strikethrough formatting, but it runs vertically through your paragraph at the location of the bar tab stop. Like other types of tabs, you can set a bar tab stop before or after you type the text of your paragraph. 
	iv. You can remove a tab stop by dragging it (up or down) off the ruler. When you release the mouse button, the tab stop disappears. 
	v. You can also drag existing tab stops left or right along the ruler to a different position. 



	Set manual tab stops with dialog
	If you want your tab stops at precise positions that you can't get by clicking the ruler, or if you want to insert a specific character (leader) before the tab, you can use the TABS dialog box. To display this dialog box, double-click any tab stop on the ruler.
	 To set manual tab stops

	Mouse 
	i. On the PAGE LAYOUT Ribbon, click the PARAGRAPH DIALOG BOX LAUNCHER. 
	ii. In the PARAGRAPH dialog box, click the  TABS button. The following dialog appears. 
	iii. In the DEFAULT TAB STOPS box, enter the amount of spacing that you want between the default tab stops. 
	Type the position on the ruler where you want to create a new tab stop, or select an existing tab stop from the list to modify its properties.
	Specifies amount of spacing that is applied each time you press the TAB key.
	Displays tab stops that have been marked for deletion from the TAB STOP POSITION list. Cleared tabs are deleted from the list when you click OK.
	LEFT Sets a left start position of text that will then run to the right as you type.
	CENTER Sets the position of the middle of the text. The text centers on this position as you type.
	RIGHT Sets a right start position of text that will then run to the left as you type.
	DECIMAL Aligns numbers around a decimal point. Independent of the number of digits, the decimal point will be in the same position. (You can align numbers around a decimal character only; you cannot use the decimal tab to align numbers around a different character, such as a hyphen or an ampersand symbol.)
	BAR Inserts a vertical bar at the tab position. Not used for positioning text.


	Creating Leader Tabs
	Use this feature to fill the empty space before a tab stop with dotted, dashed or solid lines. This effect is most commonly seen in a table of contents. The right aligned tab for the numbers in the example below has a dotted leader tab.
	Chapter 1 1
	Chapter 2 12
	Chapter 3 20 
	To create a leader from an existing tab:

	Mouse
	i. On the PAGE LAYOUT Ribbon, click the PARAGRAPH DIALOG BOX LAUNCHER. 
	ii. In the PARAGRAPH dialog box, click the  TABS button. The TABS dialog appears. 
	iii. Select the tab stop in the TAB STOP POSITION: list.
	iv. Choose one of the 4 Leader types.
	v. Click on the SET button to save the tab.
	vi. Click on OK to return to the document.
	 To create a new tab and assign a leader:


	Mouse
	i. On the PAGE LAYOUT Ribbon, click the PARAGRAPH DIALOG BOX LAUNCHER. 
	ii. In the PARAGRAPH dialog box, click the  TABS button. Type in the new tab position in the TAB STOP POSITION: field
	iii. Choose the ALIGNMENT and optionally choose the LEADER (the default is None).
	iv. Click on the SET button to save the tab.
	v. Choose OK.



	TABLES
	Item
	Action
	AM to complete manual and give a draft copy to HB for proof reading and revisions.
	Tables give you the ability to lay information out in columns and rows.  An example of a table is shown below:
	Create Tables
	When a table is created, Word will make the table as wide as the current page orientation allows.  Therefore, if you know your table is going to be quite wide, you may want to switch to landscape before creating it.  Your table is made up of rows and columns.  Where the rows and columns intersect to form boxes, Word refers to those as cells.
	Mouse
	i. Position the cursor where you want to insert the table.
	ii. Click the table button on the INSERT ribbon, TABLES group.
	iii. Do not click but move your mouse over the grid that appears, to highlight the number of columns and rows that you want your table to have. These will appear in your document and will continually adjust until you have all the rows and columns you need.
	iv. Click the mouse.  The table will appear in your document at the cursor position.
	v. Enter text into your table.

	Or
	Position the cursor where you want to insert the table.
	ii. Click the table button on the INSERT ribbon, TABLES group and click on INSERT TABLE from the menu.
	Under TABLE SIZE, select the number of columns and rows. 
	iv. Under AUTOFIT BEHAVIOR, choose options to adjust table size. 
	v. If you will use this table size regularly then tick the REMEMBER DIMENSIONS FOR NEW TABLES checkbox
	vi. Click OK. 
	vii. Enter text into your table.


	Table Navigation
	When you are entering data into your table, you can simply click into different cells with your mouse to move your cursor around. This will allow you to enter text into different cells. 
	However, you may find it faster to move around using the keyboard. The table below outlines some keyboard techniques for moving in a table:
	To
	Press
	Move to the next cell
	TAB (If the insertion point is in the last cell of a table, pressing TAB adds a new row.)
	Move to the preceding cell
	Move to the preceding or next row
	( or (
	Move to the first cell in the row
	ALT HOME, or ALT 7 on the numeric keypad (NUM LOCK must be off.)
	Move to the last cell in the row
	ALT END, or ALT 1 on the numeric keypad (NUM LOCK must be off.)
	Move to the first cell in the column
	ALT PAGE UP, or ALT 9 on the numeric keypad (NUM LOCK must be off.)
	Move to the last cell in the column
	ALT PAGE DOWN, or ALT 3 on the numeric keypad (NUM LOCK must be off.)
	Start a new paragraph
	Add a new row at the bottom of the table
	TAB at the end of the last row
	Add text before a table at the beginning of a document
	ENTER at the beginning of the first cell

	Enter Data In A Table
	You can enter text into each cell in your table – your text can even run to multiple lines within one cell. Working within a cell is almost like working on a very small page your text will wrap you can insert objects, set indents and numbering and the text can be formatted as usual.
	Keyboard
	i. Position the cursor in the cell where you want the information, and type it in.
	ii. Press ENTER to start a new paragraph within the same cell or SHIFT ENTER to start a new line.

	Or
	i. Press TAB to move to the next cell.


	Select Items In A Table
	The table below outlines some methods for selecting table components:
	Mouse
	To 
	Do this
	Select a cell
	Click the left edge of the cell. 
	Select a row
	Click to the left of the row.
	Select a column
	Click the column's top gridline or border.
	Select multiple cells, rows, or columns
	Drag across the cell, row, or column; or select a single cell, row, or column, and then hold down SHIFT while you click another cell, row, or column.
	Select text in the next cell
	Press TAB
	Select text in the previous cell
	Press SHIFT TAB

	Or
	You can also select rows, columns, or the entire table by clicking on the table and then using the Select commands from the SELECT button on the LAYOUT ribbon, TABLE group

	Keyboard
	To
	Press
	Select the next cell's contents
	Select the preceding cell's contents
	Extend a selection to adjacent cells
	Hold down SHIFT and press an arrow key repeatedly
	Select a column
	Click in the column's top or bottom cell. Hold down SHIFT and press ( or ( repeatedly
	Extend a selection (or block)
	CTRL SHIFT F8, and then use the arrow keys; press ESC to cancel selection mode
	Reduce the selection size
	Select an entire table
	ALT 5 on the numeric keypad (with NUM LOCK off)


	Format Table Data
	You can apply the same character and paragraph formats to table data as to standard text.
	Mouse
	i. Select the data to format.
	ii. Click the buttons to apply formatting from the HOME ribbon as discussed in earlier sections
	Word treats each cell in a table as a separate document.  Be sure if you have have used the enter key in a cell and are applying para graph formatting to select the appropriate paragraphs. This means that when you use alignment options for example, the data lines up between the edges of the cell according to the selected alignment.


	Change Column And Row Size
	The initial width of the columns and height of your rows for your table will depend upon the page orientation and how many columns or rows you selected to insert.  The standard widths that Word applies can be easily altered.
	Mouse
	i. Ensure that nothing in your table is highlighted (click away from any highlighting to remove it).
	ii. Move the mouse over the right edge of the column whose width you want to change – the mouse pointer will change shape (see below).
	Click and drag the column edge to make the column wider or narrower as required.  A vertical guide appears as soon as you start dragging allowing you to preview the new position of the column edge and its width.
	Release the mouse.  The column will “jump” to its new width.

	Or
	i. In the CELL SIZE group on the layout ribbon enter the row and column sizes you wish for the selected rows


	Add Rows And Columns
	A new row can be added to the bottom of a table by pressing the TAB key when the cursor is in the last cell.  If you need to, you can choose where new rows and columns should be inserted or deleted from your table and add or remove them accordingly.  
	Mouse 
	i. Select the row above or below where you want to insert the new row left or right of where you would want a new column.
	ii. Select from the ROWS & COLUMNS GROUP on the LAYOUT ribbon where you would want to insert a row or column.


	Remove Rows And Columns
	You can delete selected rows and columns from your table if they are no longer needed.
	Menu
	i. Select the cells, rows or columns that you want to delete.
	ii. Select the Delete button from the ROWS & COLUMNS GROUP on the layout ribbon. Choose one of the options.


	Text Alignment
	Because your rows and columns may have different quantities of data in them it may be necessary to align certain textual elements to various parts of the cell. I.E. you may have a one word tile in a tall cell and wish to align it to the very centre of the cell.
	Mouse
	i. Select the cell or cells you wish to align the text for.
	ii. Choose an alignment from the ALIGNMENT group on the LAYOUT tab.

	Or
	i. Select cell margins from the ALIGNMENT group on the LAYOUT tab a dialog will appear.
	ii. Enter required margin sizes for selected cells.
	iii. Click OK to apply


	Table Borders And Shading
	When you insert a table, Word automatically borders the outline and all the gridlines within – these will appear on a print out.  You may want to change the border style and colour or even remove the borders altogether.  You can also shade in parts of your table to emphasise them.
	You can decide which borders should appear in parts of the table, or in the table as a whole.
	Mouse
	i. Select the cell(s), row(s) or column(s) where you want to change which edges are bordered, or select the whole table.
	ii. Click the drop down arrow on the right of the BORDERS button on the TABLE STYLES group on the design ribbon.
	iii. From the palette that displays, click the button that displays the required option to control which edges of the selection will have borders and which will not.


	Border Style
	You can change the line style, thickness and colour that Word uses to border the elements that make up your table.  We do this in Word 2007 by drawing the border around the cells.
	Mouse
	i. Click within your table
	ii. Click on the DESIGN ribbon.
	On the DRAW BORDERS group select a line style from the topleft box (use drop down arrow) the DRAW TABLE button will be enabled

	Or 
	Mouse
	i. Select the drop down arrow to the right of the border tool button in the PARAGRAPH group and select BORDERS AND SHADING
	ii. Click on the BORDERS tab and choose the required border style
	iii. Select a thickness or colour for the border
	Select an option from the left on where to apply the border.

	Or
	i. Use the buttons on the right hand side of dialog to apply different borders top, bottom, left or right
	ii. Click OK to apply borders to selected cells


	Table Shading
	You can apply shading to tables using an option on the TABLE STYLES group on the DESIGN ribbon.
	Mouse
	i. Select the cell(s), row(s) or column(s) where you want to apply shading or select the whole table if you want to shade the whole table.
	ii. Click the drop down arrow to the right of the Shading colour button on the TABLE STYLES group on the DESIGN ribbon. to display a list of different colours.
	iii. Click the required colour to apply it to your selection.


	Table Styles
	There are many predefined styles available to enable you to create a consistently formatted table quickly and easily that looks professional.
	Mouse
	i. Click within the table you wish to format.
	ii. Move your mouse cursor over the various styles. The style will preview on your your table. When you have located the style you wish click and the style will be applied.


	Merging And Splitting
	When you have inseted your table there may be times in a number of cells that you would want them as one cell and not several and similarly you may wish for one cell to be split into several. In 2007 this feature is easy to do. Not only can you split cells but you can split a whole table into multiple tables if the need arises
	Mouse
	i. Select the cell(s) you wish to split
	ii. Go to the MERGE group on the LAYOUT ribbon and click the SPLIT CELLS button.

	Mouse
	i. Select the cells you wish to merge.
	ii. Go to the MERGE group on the LAYOUT ribbon and click the MERGE CELLS button.

	Mouse
	i. Click in the row that you wish to be the first row of the split table.
	ii. Go to the MERGE group on the LAYOUT ribbon and click the SPLIT TABLE button.
	iii. The table will split above the row your cursor is in.


	Repeating Table Headings
	When a table spreads across more than one page, it can be useful to automatically repeat the first row(s) of the table on each page as the first row(s) will often contain headings that apply to the columns of the table. If you choose to repeat table headings, the rows you have chosen will automatically be inserted at the top of each new page the table spreads onto. To edit the heading rows or make formatting changes, you must go back to the top of the table as it is simply an image of the first row(s) on the other table pages. 
	Mouse
	i. Select the rows that you want to repeat at the top of each page the table prints on.
	ii. Go to the DATA group on the LAYOUT ribbon and click the REPEAT HEADER ROWS button
	.




	SECTION 7 PROOFING TOOLS
	 Spell check documents
	 Grammar check documents
	 Use Thesaurus
	SPELL CHECKER & THESAURUS
	Auto Spelling /Grammar Check
	The proofing tools in Word are very useful in ensuring that the documents you print and distribute are as error-free as possible. 
	Word 2007 automatically checks spelling and grammar as you type provided the options have been set in the Word Options.  Spelling mistakes are flagged by a wavy red line under the error whilst grammatical faults show with a wavy green line. You can correct these mistakes as they are flagged by moving the mouse over the error and clicking the right mouse button – a shortcut menu will appear offering suggestions.
	Mouse
	i. Click the right mouse button over the flagged mistake (e.g. a miss-spelt word).
	ii. Click on a suggestion from the top section of the short cut menu to replace the flagged word or phrase with the one offered by the spell/grammar checker.  

	Or
	i. Choose IGNORE ALL to prevent Word from flagging any other occurrences of the word or phrase (useful with proper nouns, peoples’ names etc.) within the current document.  

	Or
	i. Select ADD to add a copy of the flagged item to your custom dictionary – this will ensure that the word/phrase remains unflagged when you use it in the future.  And if it is misspelt in the future it will flag you to let you know it is misspelt.


	Manual Spelling/Grammar Check
	You can check the spelling and grammar of your document in one go by launching the spell/grammar checker.  There are several ways you can do this, but as Word will start checking from wherever your cursor is down the document; it makes sense to first move the cursor to the very beginning (use CTRL HOME) before you commence the check).
	Mouse 
	i. Click the SPELLING & GRAMMAR button from the REVIEW ribbon in the PROOFING TOOLS group.
	Word will launch the Spelling and Grammar dialog shown below: 
	iii. The “error” shows in red in the box marked NOT IN DICTIONARY while any suggestions are listed in the box below.  Down the right-hand side of the dialog are a series of buttons allowing you to carry out different commands and these are described below:

	Mouse
	i. Click IGNORE to ignore the highlighted word and move on to the next item.

	Or
	ii. Click IGNORE ALL to ignore all occurrences of the highlighted item throughout the current document and move to the next item.

	Mouse
	i. Clicking ADD TO DICTIONARY  appends the highlighted word to your custom dictionary, ensuring that it will never be flagged as an error again.  The spelling/grammar check will move on to the next item.

	Mouse
	i. Select the suggestion you want to replace the highlighted item with by clicking it with the mouse.  
	ii. Click the CHANGE button, to substitute the suggestion for the flagged word and move you to the next item.

	Or
	i. If you have made the same mistake throughout a document, when the spell/grammar check hits the first one you can correct them all by clicking the CHANGE ALL button.  The check will move on to the next item.

	Mouse
	i. Click AUTOCORRECT to allow Word to make a decision about the error for you using its AutoCorrect feature (described later in this manual).  

	Mouse
	i. If you don’t like the replacement you can click the UNDO button which will become available at the bottom of the dialog to go back one step. 

	Mouse
	i. To alter any Spelling or Grammar checker settings, click the OPTIONS button.  The following dialog box will appear: 
	You can enable or disable an option by checking or unchecking its box.  Click OK to save the new settings and return to the spell/grammar check.


	Pausing The Spell/Grammar Check
	When a check is launched, you can see the highlighted items that Word considers to be errors behind the dialog box that it supplies to correct them.  If none of the options in the dialog box are suitable you can follow the instructions below to make changes.
	Mouse
	i. Click outside the box, in the document itself and make manual corrections.  This will pause the spell/grammar check (the dialog box options will appear “dimmed”). 
	ii. Once you have finished editing, click the RESUME button to reactivate the spell/grammar check.


	End The Check
	When Word can find no further errors it will display the following dialog box:
	i. Click OK to complete the check.

	Keyboard 
	i. You can launch the spell/grammar check using the keyboard by pressing F7.
	Word displays fewer buttons in the Spelling & Grammar dialog box if it is checking a grammatical error and you will see a NEXT SENTENCE button which you can use to move to the next item.


	Check Item By Item
	You can make use of this feature if Auto spell or grammar is enabled.
	Mouse
	Click the book icon on the status bar – Word will highlight the first “mistake” and offer you a shortcut menu of alternatives. 
	ii. Pick your choice from the menu.
	iii. Click the book icon again to move to the next error.


	Disable/Enable Auto Spelling And Grammar Check
	Word 2007 settings are found by clicking the OFFICE BUTTON within Word Options.  The dialog box that appears has multiple buttons on the left, which aim to group options of a similar type.
	Mouse
	Click on the OFFICE BUTTON and then WORD OPTIONS at the bottom of the menu.
	ii. Click the button marked PROOFING on the left 
	iii. Click the check boxes marked CHECK SPELLING AS YOU TYPE and CHECK GRAMMAR AS YOU TYPE so that the tick disappears.

	Mouse
	Simply follow the instructions above but click the check boxes so that the tick reappears.


	Thesaurus
	Word’s Thesaurus can be used to look up alternatives to words you have typed in a document.  Whilst it mainly helps to find synonyms to words, in some instances it will also look up antonyms.  You can then click buttons in the dialog box to replace the looked up word with your chosen synonym.
	Mouse 
	i. Select the word you want to look up.
	ii. Click the THESAURUS button from the REVIEW ribbon in the PROOFING TOOLS group.

	Or 
	Keyboard
	i. Hold down SHIFT press F7 key.
	ii. The Thesaurus task pane is shown right.
	iii. The SEARCH FOR box holds the word you selected before launching the thesaurus.  In the main area underneath you will see bold words with a minus to one side to expand or collapse that definition. Multiply definitions may be there as many words hold a different definition in different contexts


	Choosing A Meaning:
	If the synonyms offered don’t match the context in which you are using the word you are looking up, you can select a different meaning.
	Mouse
	i. Move your mouse over the most appropriate word, a drop down arrow will appear.
	ii. Select an option if you choose to look up then the thesaurus will look for other synonyms of that word.
	iii. Choosing insert will replace selected word in document.
	iv. Choosing copy will allow you to paste the word later in an appropriate place in your document.


	Searching Other Sources
	If the thesaurus does not offer you the results you wish you may elect to go online and use the thesaurus to search other reference books. Clicking on the research options at the bottom of the TaskPane allows you to set options for where the thesaurus will search. See below. 



	SECTION 8 PAGE LAYOUT
	 Insert page breaks
	 Change margins and page orientation
	 Create headers and footers
	 Number pages
	PAGE SETUP
	There are some settings that apply themselves to documents as a whole rather than just the selected portions.  These include margins, paper size and orientation and some others.  There are many easy ways for changing the page setup in Word 2007 they can be found on the page layout ribbon but all the options and more are in the page setup dialog box.
	Page Setup Group
	The PAGE SETUP group can be found on the PAGE LAYOUT ribbon and contains many of the basic settings to apply to your page such as margins, paper size and orientation. Other useful tools are found here as well (covered in other sections) they are easy to use and are easier to access than using the PAGE SETUP dialog
	Mouse
	i. Click on the MARGINS button on the PAGE LAYOUT ribbon in the PAGE SETUP group the menu right – will be displayed
	ii. Make a selection to apply margin sizes to document.
	iii. If the sizes are not what you wish click on CUSTOM MARGINS to open the PAGE SETUP dialog box to enter custom sizes. (next Topic)

	Mouse
	i. Click on the ORIENTATION button on the PAGE LAYOUT ribbon in the PAGE SETUP group the menu right – will be displayed
	Choose either landscape or portrait to change the layout of your document.

	Mouse
	i. Click on the SIZE button on the PAGE LAYOUT ribbon in the PAGE SETUP group the menu right – will be displayed
	ii. Select a size from the most popular sizes present.
	iii. If the sizes are not what you wish click on MORE PAPER SIZES to open the PAGE SETUP dialog box for more options. (next Topic)


	Page Setup Dialog
	Mouse
	To access the dialog go to the PAGE LAYOUT ribbon and click on the DIALOG BOX LAUNCHER on the PAGE SETUP group. (The dialog below appears)
	There are three tabs within the dialog box, each relating to a different page setting.


	Margins Tab
	The margin measurements control the amount of white space that shows around the four edges of your page.  
	Mouse
	i. Click the up and down arrows (spin buttons) in the boxes labelled Top, Bottom, Left and Right to increase and decrease the margin measurements. Or type in the measurements you require.
	ii. The PREVIEW represents a printed page and will alter to show you what the new margins will look like.
	iii. When a document needs to be bound, you can reserve the amount of space needed for the binding by setting the gutter measurement.  This will ensure that the binding will not “eat” into the left margin (the left margin measurement is unaffected by the gutter).
	iv. Click the up and down arrows in the GUTTER box to change the gutter settings – the PREVIEW will show you the effects of your new settings.
	v. Click the option button for either PORTRAIT or LANDSCAPE.  Portrait is the default orientation.  The Preview will show you what the page will look like if you confirm the settings.


	Paper Tab
	This tab contains settings to control the size and print options for your pages.
	Mouse
	i. Click the Paper Size drop-down list to pick out the standard paper size or envelope size that you want to print the document on.  
	ii. If you are printing on a piece of paper of a non-standard size, you can choose the Custom size option and then use the Width and Height boxes below to set the exact of your page.  The Preview will display the chosen size.
	With a document that runs to several pages, you may need to specify that the first page should be printed on headed paper, while the other pages should be printed on normal blank sheets.  

	Mouse
	i. Click the tray in the First page list that you want to print the first page of your document on.
	ii. Click the tray in the Other pages list that you want to print all other pages of your document on.
	You can also specify manual feed when the paper you wish to use is not pre-loaded.  This will allow you to load paper into the printer and then press the On-line button to commence printing.


	Layout Tab
	This tab contains settings that relate primarily to sections within a document.  This topic is not discussed in this manual. However, you can use the layout tab to set various options relating to your headers and footers.
	Headers and Footers
	You can use these settings to determine how far from the edge of your page the header and footer will print.  

	Mouse
	i. Change the measurements by clicking the up and down arrows in the Header and Footer From edge boxes – a higher number will move the header or footer further away from the edge of your paper (i.e. further into your document), while 0 represents the edge of the paper.  
	You won’t see these settings change on the page preview within the dialog, but you will notice in the views that display the header and footer.


	Headers And Footers
	Headers and footers are used for items that you want to appear on every page of your document.  The header appears in the top margin and the footer in the bottom margin.  Examples of the types of things you might want as your header would include, a logo the current file name or the current date and time.  The most common footer item is page numbers.
	When you are adding header or footer items, Word automatically sets the view to Print Layout as this is the only working view where you can see the header and footer area. (there is print preview mentioned later.  While you are in the header or footer, the rest of the document appears dimmed to show that it is currently unavailable for editing.  As soon as you close the header or footer, your document comes back “online”.
	Mouse
	i. Go to the HEADER & FOOTER group on the INSERT ribbon and click the HEADER or FOOTER button.
	ii. Select a choice from the displayed selection to apply it to your document.

	Or
	i. Click on EDIT HEADER (or footer) to open them up for editing.
	Within the header section, enter the items that you want to appear at the top of each page.  Word has pre-set tabs that you can use to place items at the centre and right hand side of the page; simply press the tab key to move the cursor to these positions.
	iii. Format the items as you would document text.
	If you want to set up a footer, click the GO TO HEADER or GO TO FOOTER button in the NAVIGATION group on the DESIGN ribbon – Word will display the footer section which also contains pre-set centre and right tabs.
	Enter the items to appear at the bottom of each page in the footer.
	vi. When you have finished, click the Close button on the far right of the design ribbon


	Insert Header And Footer Basic Field Codes
	The DESIGN ribbon for Headers and Footers has some buttons that you can use to place the current DATE & TIME, or the PAGE NUMBER and in the header or footer.  The buttons insert these items as field codes.  Field codes are pieces of program code that give Word an instruction to do something in the document at the point they have been inserted.  The main reason they are so useful to use is that they will update automatically every time the document is saved or printed.  So for example, if you were printing a daily time sheet, you could insert a date field in the header which would always return the current date, regardless of when you print it out. 
	Mouse
	i. Go to the HEADER & FOOTER group on the INSERT ribbon and click the HEADER or FOOTER button click on EDIT HEADER or footer.
	ii. Position the cursor where you want the information.
	iii. Click the DATE & TIME button from the DESIGN ribbon
	iv. Select and format it as though it  were text
	v. Click the CLOSE button on the design ribbon to close the header and footer.
	Field codes display grey shading when you click on them.  You can delete them by dragging over them with the mouse to select them and pressing the DELETE key.

	Mouse
	i. Go to the HEADER & FOOTER group on the INSERT ribbon and click the HEADER or FOOTER button click on EDIT HEADER or footer.
	ii. Position the cursor where you want the information.
	iii. Click the PAGE NUMBER  button from the DESIGN ribbon and make a selection choosing any one of the first four options opens a side bar allowing you to place the number left, centre or right. If these are not what you want then click on current position to insert the numbering where your mouse cursor has been placed.

	Mouse
	i. Go to the HEADER & FOOTER group on the INSERT ribbon and click the HEADER or FOOTER button click on EDIT HEADER or footer.

	Or
	i. Double click on the header or footer in page layout view. (if one has previously been inserted)
	ii. Click on the field containing the page numbers.
	iii. Click the PAGE NUMBER button from the DESIGN ribbon and select FORMAT PAGE NUMBERS from the options the following dialog will appear. 
	iv. Select the number format from the drop down box at the top
	v. Click OK.

	Mouse
	i. Go to the HEADER & FOOTER group on the INSERT ribbon and click the HEADER or FOOTER button click on EDIT HEADER or footer.

	Or
	i. Double click on the header or footer in page layout view.
	ii. Click on the field containing the page numbers.
	iii. Either Click the PAGE NUMBER button from the DESIGN ribbon and select FORMAT PAGE NUMBERS OR press the DELETE key.


	Suppress Page Numbers
	Word gives you an option not to print a number on the first page of your document.  This may be useful if you have included a title page at the beginning of your file where you don’t want a number.
	Mouse
	i. Open the page layout dialog by clicking on the DIALOG BOX LAUNCHER from PAGE SETUP group on the PAGE LAYOUT ribbon 
	ii. Go to the LAYOUT tab
	iii. Check the box marked DIFFERENT FIRST PAGE.
	iv. Click OK to save the settings and close the dialog box.
	v. You now have a different section in your header called FIRST PAGE HEADER which you can employ a completely different header and footer including no numbering.


	Different Odd Even Page Numbering
	Word also gives you an option to allow you to place your page numbering in different locations on odd and even pages. It is useful if you are going to print our document and bind it you may wish the page numbers on the outer side of each page.
	Mouse
	i. Open the page layout dialog by clicking on the DIALOG BOX LAUNCHER from PAGE SETUP group on the PAGE LAYOUT ribbon and go to the LAYOUT tab
	ii. Check the box marked DIFFERENT ODD AND EVEN.
	iii. Click OK to save the settings and close the dialog box.
	iv. You now have a different sections in your header or footer called ODD PAGE HEADER and EVEN PAGE header where you can employ completely different headers and footers including numbering in different locations


	Using Pictures In Headers And Footers
	If you need a picture to appear on every page of your document, you can put it in the header or footer.  Because pictures are graphics, they aren’t confined to the margin areas like text in headers or footers, so you can place them on the middle of the page if you like.  This can be very useful for company logos. (just like this manual)
	Mouse
	i. Go to the HEADER & FOOTER group on the INSERT ribbon and click the HEADER or FOOTER button click on EDIT HEADER or footer.

	Or
	ii. Double click on the header or footer in page layout view. (if one has previously been inserted)
	iii. Ensure your mouse cursor is in the correct position within the header or footer.
	iv. Click the PICTURE button on the DESIGN ribbon a dialog box will appear.
	v. Browse to locate the picture you wish to insert and click on insert.
	vi. Resize the picture as necessary by using the corner handles to click and drag.
	vii. With the picture selected, you can format it by choosing options from the FORMAT ribbon. (Covered in advanced)
	viii. Drag the picture around the header or footer until it is in the correct position.  Click CLOSE from the design ribbon to close the header and footer.
	The picture can only be seen in PAGE LAYOUT view or PRINT PREVIEW




	SECTION 9 VIEWING AND PRINTING
	 Use different views
	 View multiple documents
	 Preview documents
	 Print documents
	VIEWING YOUR DOCUMENT
	This section concentrates on the different ways a Word document can be viewed.
	Word provides several different ways a document can be viewed on screen.  The view that you choose depends on the type of document that you are creating, and whether speedy performance or exact layout is important to you.
	You can switch between different views using the view buttons at the bottom left corner of your screen (seen below) or by choosing the VIEW ribbon and then selecting the appropriate view from the displayed choices in the DOCUMENT VIEWS group.
	Draft View
	This view shows the document being viewed or edited as a scrolling list.  Page breaks are represented as dotted lines across the screen.  Draft view doesn’t display graphics or inserted objects but it is the quickest view for editing and review purposes as it uses less memory.  It is therefore a good view to use when working on long documents. (in earlier versions of word called normal view)
	Mouse
	i. Click on the fifth view selector button (draft view). 

	Or
	i. Click on the DRAFT option on the VIEW ribbon.


	Print Layout View
	PRINT LAYOUT View shows the current document exactly as it will be printed out on paper.  This is very useful for reviewing the layout of a document and checking if the “white spaces” (i.e. margins, blank lines) look right.  Graphics can be seen in PRINT LAYOUT view so therefore it is a good view to use when inserting pictures and diagrams.  However, there is a performance overhead – it uses more memory than DRAFT VIEW and so with large documents, Word may take longer to update changes.
	Mouse
	i. Click the first view selector button (Print Layout).

	Or
	ii. Click on the PRINT LAYOUT option on the VIEW ribbon.


	Web Layout View
	Web Layout View shows your document as it would look if you published it to the Web or an intranet. In this view, you can see backgrounds, AutoShapes, and other effects that are commonly used in Web documents or documents that you view on the screen. 
	Mouse
	i. Click on the third view selector button (Web Layout).  

	Or
	ii. Click on the WEB LAYOUT option on the VIEW ribbon


	Outline View
	In Outline View, Microsoft Word simplifies the text formatting to help you focus on the structure of your document. Outline view looks very different from other views.  The text appears with symbols down the left-hand edge and an extra toolbar is displayed.
	Word indents each heading according to its level. The indentations appear only in outline view; Word removes the indentations when you switch to another view.
	When reorganising long documents, outline view gives the user tools for quickly repositioning large blocks of text and promoting and demoting heading levels where appropriate.  You can also view a document fully expanded, showing headings and their detail text, or collapsed (headings only).
	The structure of the document seen in Outline View is controlled by heading styles used in the document. The use of heading styles is covered in later Word courses and is therefore not dealt with in this manual.
	Mouse
	i. Click the fourth View Selector button. 

	Or
	ii. Click on the OUTLINE option on the VIEW ribbon.


	Full Screen Reading
	is a useful view to employ as it allows you to just read through your document in two page style as though it was a book. It does not allow edition of the material shown but it designed for reviewing documents and allows the insertion of comments and the highlighting of text with the highlight tool (mentioned earlier)
	Text size can be increased easily for the reader, however, this is only for reading it does not actually increase the text size in the document. Text is broken up to make it easier to read and again this does not bear any relation to the print layout of the working document it is only laid out for reading.
	i. On the VIEW ribbon, in the DOCUMENT VIEWS group, click FULL SCREEN READING. 
	i. Click CLOSE, or press ESC.
	When you receive a Microsoft Office Word document in e-mail, it may automatically open in Full Screen Reading view. To prevent this, do the following:
	i. In FULL SCREEN READING view, click VIEW OPTIONS. 
	ii. Click OPEN ATTACHMENTS IN FULL SCREEN to turn off the feature, and then click CLOSE to return to PRINT LAYOUT view.



	Document Map
	The Document Map is a separate pane that displays a list of headings in the document. Use the Document Map to quickly navigate through the document and keep track of your location in it. When you click a heading in the Document Map, Word jumps to the corresponding heading in the document, displays it at the top of the window, and highlights the heading in the Document Map. You can show or hide the Document Map at any time. 
	Mouse
	i. Click the check box for DOCUMENT MAP on the VIEW ribbon in the SHOW/HIDE group.
	i. Collapse or expand headings with the PLUS signs or MINUS signs.
	ii. Scroll and click on a particular piece of text to take you to that specific location.
	i.  to allow you to navigate in a different way. Click on drop down arrow to the right of where it says DOCUMENT MAP in the pane and select THUMBNAILS.
	ii. Navigate by page instead (see following picture)


	Viewing Multiple Documents
	In Word, you can view all open documents on the screen at the same time by arranging them top to bottom on the screen.
	Mouse 
	i. If the Microsoft Word documents you want to arrange are minimized, restore the minimized documents first.
	ii. On the VIEW ribbon, WINDOW group, click ARRANGE ALL.
	iii. if you need to focus on one document again then maximise that individual window


	Viewing Single Document In Multiple Windows
	Viewing a single document in more than one window is useful if you want to compare or check information in two parts of a long document on screen.
	i. On the VIEW ribbon, WINDOW group, click SPLIT a line will appear across the screen attached to your mouse click where you want to split the document
	iii. To remove the split and view just one window click REMOVE SPLIT.

	Or 
	Move mouse over split until a double arrowed cursor appears and double click
	ii. The split is removed 



	PRINTING
	The open document can be printed in its entirety, or alternatively you can print individual pages or ranges of pages. Word gives you the ability to choose which pages you want to print, or if you need to be even more specific, you can print only the selected items.  Before sending any document through to the printer, it is always a good idea to preview what the hard copy will look like so that you can rectify any problems before printing it.
	Print Preview
	This is another way that you can view your document.  When you are in print preview, Word gives you a special toolbar for changing the number of pages per screen, zooming in and out and so on.  If you spot mistakes as you are previewing a document, you can edit them in print preview. 
	Mouse
	Click on the MICROSOFT OFFICE BUTTON and select PRINT select PRINT PREVIEW from the menu
	ii. Click the NEXT PAGE or PREVIOUS PAGE buttons to scroll backwards and forwards through your document’s pages.
	iii. Press PAGE UP or PAGE DOWN on your keyboard


	The Print Preview Ribbon
	The PRINT PREVIEW toolbar only appears when you are in Print preview.  It gives you useful tools for changing such things as magnification and how many pages you can see on one screen.  The button functions are described in detail below:
	Mouse
	i. Click the button marked CLOSE from the PRINT PREVIEW Ribbon. 
	ii. OR Press ESC on the keyboard.


	Magnification
	When you are in PRINT PREVIEW, Word can  change your mouse pointer into a magnifying glass that you can use to zoom and out on particular areas of the currently displayed page. 
	Mouse
	i. Check the MAGNIFIER check box on the PRINT PREVIEW ribbon
	ii. In the PRINT PREVIEW screen position your mouse over the area that you want to zoom in on and click.
	iii. To zoom out, click the mouse a second time.

	Mouse
	i. Uncheck the MAGNIFIER check box on the PRINT PREVIEW ribbon


	Pages Per Screen
	You can preview your document page by page in the Print preview screen or you can see several pages at once.
	Mouse
	i. From the PRINT PREVIEW ribbon, click the ZOOM button a dialog will appear
	ii. Click the many pages drop down button. Drag your mouse over the grid to select the number of pages you want to see and click. Your Print Preview screen will change to reflect your choice.

	Or
	i. Click the One page button to show only a single page in the Print preview.


	Zoom
	Word will automatically scale your document to fit in the preview screen depending on how many pages you selected to view.  You can change the scale with the Zoom drop down list which offers you different percentages.  Choosing PAGE WIDTH would ensure that the width of the page fits in to the preview screen, whereas WHOLE PAGE would fit both the width and the height.  TWO PAGES would show consecutive pages side by side.
	Mouse
	i. From the PRINT PREVIEW ribbon, click the ZOOM button to access the ZOOM dialog
	ii. Select the required option by clicking it and then click OK.  Word will change the preview according to your choice.


	View Ruler
	The ruler is useful if you are editing in the Print preview screen as it allows you to change the position of tabs and indent markers.  However, it does use up space so if you want to maximise the scale of the page within the preview window, you would have more room if you switched the ruler off.
	Mouse
	Tick or untick the SHOW RULER checkbox on the PRINT PREVIEW ribbon

	Or
	i. From the PRINT PREVIEW screen go to the top of the vertical scroll bar on the right and click the VIEW RULER button to switch the ruler on or off.
	ii. Each time you click the button, the ruler will toggle on or off.


	Shrink To Fit
	If only a small amount of text appears on the last page of a short document, you may be able to reduce the number of pages by clicking Shrink to Fit in print preview. This feature works best with documents that contain only a few pages, such as letters and memos. In order to shrink the document, Word decreases the font size of each font used in the document.
	Mouse
	i. From the PRINT PREVIEW screen, click the SHRINK ONE PAGE  button. 


	Quick Print A Document
	You can print a document directly from whatever view you are using.  Word will send the document to your default printer.
	Mouse
	i. Click on the MICROSOFT OFFICE BUTTON and select PRINT select QUICK PRINT from the menu


	Print options
	The options from the PRINT group allow you to determine what aspects of your document should be printed such as document properties, hidden text etc.
	Mouse
	Click on OPTIONS on the PRINT PREVIEW ribbon to access the OPTIONS dialog. 
	ii. Select which options you wish to apply to your print
	iii. Click OK. 


	Print Part Of A Document
	The print button from the toolbar will always open the print dialog to allow you to allow you to choose what is printed such as print to pages 1 and 2, or you may want to be even more specific and print just one paragraph.  To do any of these, you need to access the Print dialog.
	Mouse
	 Click on PRINT on the PRINT PREVIEW ribbon to access the PRINT dialog.

	Or
	Keyboard
	i. Press CTRL P.
	ii. The following dialog box will appear:
	In the Page Range section of the dialog, click in the text box next to pages.  Type in the page number that you want to print, or tell Word the range of pages (e.g. 1-6).  If your pages are not consecutive, you can enter them separated by commas (e.g. 1,10,13).
	iv. Click the OK button to launch the print.

	Mouse
	i. Locate the page you wish to print and click on that page so you see the flashing cursor anywhere on that page
	ii.  Click on PRINT on the PRINT PREVIEW ribbon OR Press CTRL P to access PRINT dialog.
	Click the CURRENT PAGE option button in the PAGE RANGE section of the dialog.
	iv. Click OK to launch the print.

	Mouse
	i. Select the text you want to print.
	ii. Click on PRINT on the PRINT PREVIEW ribbon OR Press CTRL P to access PRINT dialog.
	iii. Click the SELECTION option button in the PAGE RANGE section of the dialog.
	iv. Click OK to launch the print.


	Copies
	By default, Word will print one copy of the item you have sent to print.  You can print multiple copies by changing the Print dialog settings.  When you print multiple copies of a document, Word lets you choose whether the copies are collated (Word prints each whole document before it starts on the next copy) or uncollated (Word prints however many copies you have requested of each page).
	Mouse
	i. Click on PRINT on the PRINT PREVIEW ribbon OR Press CTRL P to access PRINT dialog.
	ii. In the COPIES section of the dialog, use the up and down arrows to the right of the NUMBER OF COPIES text box to set the number of copies you require.
	iii. Set the COLLATE check box by clicking in it to change the current setting.
	iv. Click OK to launch the print.


	Cancel A Print
	If you accidentally send something to print and need to cancel it, you can do so by double-clicking on the document printing icon that appears on the status bar.



	APPENDIX ONE KEYBOARD SHORTCUTS
	MOVEMENT KEYS
	Move the cursor one character to the right
	Move the cursor one character to the left
	Move the cursor up one  line
	Move the cursor down one line
	Move the cursor right one word at a time
	Move the cursor left one word at a time
	Move the cursor up one paragraph at a time
	Move the cursor down one paragraph at a time
	Move the cursor to the beginning of the current line
	Move the cursor to the end of the current line
	Move up a screenful of lines
	Move down a screenful of lines
	Move to the beginning of the document
	Move to the end of the document

	SELECTION KEYS
	Action
	Result
	Select one character to the left
	Select from the cursor up one line
	Select from the cursor down one line
	Select right word by word 
	Select left word by word
	Select up one paragraph at a time
	Select down one paragraph at a time
	Select from the cursor to the beginning of the current line
	Select from the cursor to the end of the current line
	Select to the beginning of the document
	Select to the end of the document
	Select the entire document

	KEYBOARD SHORTCUTS FOR CHARACTER FORMATTING
	Increase the font size
	Decrease the font size
	Increase the font size by 1 point
	Decrease the font size by 1 point
	Display the Format, Font dialog
	Change the case of letters
	Format letters as all capitals 
	Apply bold formatting
	Apply an underline 
	Underline words but not spaces
	Double-underline text
	Apply hidden text formatting
	Apply italic formatting
	Format letters as small capitals 
	Apply subscript formatting (automatic spacing)
	Apply superscript formatting (automatic spacing)
	Remove manual character formatting

	KEYBOARD SHORTCUTS FOR PARAGRAPH FORMATTING
	Single-space lines
	Double-space lines
	Set 1.5-line spacing
	Add or remove one line space preceding a paragraph
	Centre a paragraph
	Justify a paragraph
	Left align a paragraph
	Right align a paragraph
	Indent a paragraph from the left
	Remove a paragraph indent from the left
	Create a hanging indent
	Reduce a hanging indent
	Remove paragraph formatting

	SHORTCUTS KEYS FOR TABLE NAVIGATION
	To
	Press
	Move to the next cell
	TAB (If the insertion point is in the last cell of a table, pressing TAB adds a new row.)
	Move to the preceding cell
	Move to the preceding or next row
	 ( or  (
	Move to the first cell in the row
	 ALT HOME, or  ALT 7 on the numeric keypad (NUM LOCK must be off.)
	Move to the last cell in the row
	 ALT END, or  ALT 1 on the numeric keypad (NUM LOCK must be off.)
	Move to the first cell in the column
	 ALT PAGE UP, or  ALT 9 on the numeric keypad (NUM LOCK must be off.)
	Move to the last cell in the column
	 ALT PAGE DOWN, or  ALT 3 on the numeric keypad (NUM LOCK must be off.)
	Start a new paragraph
	Add a new row at the bottom of the table
	 TAB at the end of the last row
	Add text before a table at the beginning of a document
	 ENTER at the beginning of the first cell

	SHORTCUT KEYS FOR SELECTING IN A TABLE
	To
	Press
	Select the next cell's contents
	Select the preceding cell's contents
	Extend a selection to adjacent cells
	Hold down  SHIFT and press an arrow key repeatedly
	Select a column
	Click in the column's top or bottom cell. Hold down  SHIFT and press  ( or  ( repeatedly
	Extend a selection (or block)
	 CTRL SHIFT F8, and then use the arrow keys; press  ESC to cancel selection mode
	Reduce the selection size
	Select an entire table
	 ALT 5 on the numeric keypad (with NUM LOCK off)
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