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Chapter

12

Using Tab Stops

You were introduced to the use of TAB STOPS in Chapter 2. This chapter will extend
their use. Using TAB STOPS efficiently is essential for the production of professional
documents. The main TAB STOPS available are described in the following diagram.

[L] Represents a Left Justified Tab
[&] Represents a Centre Justified Tab
[4] Represents a Right Justified Tab
Represents a Decimal Tab

Using Tab Stops to Enter a Discount Table

Let's enter a simple table that uses the different types of TAB STOPS.

A Setting Left Justified Tab Stops

1 Load Microsoft Word or close the current file and start a NEW BLANK DOCUMENT.

£ ESERE)

ailings ~ Review  View  Help

S EE AT e e o | 2 INthe HOME tab of the
RIBBON click on the NO
SPACING style so that no
space is inserted after a
paragraph.

Calibri (Body) ~ ~

Fese BIU-vaxx A~2-A-
mat Painter

3 Click Left Justified Tab
Stops at about 4.0, 7.0
and 10.0 cm in the RULER.

P Search (Alt+Q)

File Home Insert Draw  Design Layout References Mailings Review View Help

0 ColibriBody) 11 ~ AT A Aav A | IZviZ vz E=E 2l T | ausbeend | aaps®

Paste . 2 . . . ===
: i | BT U-wx XA 2 A |HE=20
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NOTE: If the RULER is not displayed under the RIBBON, click on the RULER

check box in the VIEW tab of the RIBBON.

4 Press the TAB key once and enter:
ITEM

Fle  Home Insert Draw  Design Llayout References

0 Calibri (Body) ~ 11~ A A" Aav B =i

PRICE

ITEM PRICE DISCOUNT

l 6 Press the TAB key again, enter:
DISCOUNT

and press <enter>.

B Removing Tab Stops

A fresh set of TAB STOPS will be needed on the second line so the current ones will need
to be removed.

1 Remove the TAB STOPS from the
RULER by dragging each out of the
RULER in turn.

File Home Insert Draw Design Layout References Mailings Review View Help

0 Calibri (Body)  ~ 11~ A" A" Aav A | iZ .1

Py =3z A
vEe EE T nasvegll Yadleod
Paste ) | B A _ )
v Fromatpuner | B 1 U e x XA A- | BI=
.

PRI =

=
=||

£
-

Paragraj
I RN

2 This has only removed the TAB
STOPS from the second line, not the
first.

NOTE: If your headings have been affected, either the cursor was in the first

line or you didn’t press <enter> after the DISCOUNT heading.
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C Setting a Right Justified Tab Stop

Right justified tab stops allow you align the right edges of text.

: — 1 With the cursor in the second line,

file Home Inset Draw Design Llayout References Malings Review View Help click twice on the TAB TYPE box at
coneoty - < AR e o | B2 2 5 the left of the RULER to set it to

a RIGHT JUSTIFIED TAB STOP.

Iy

Right Tab
o

ITEM PRICE DISCOUNT

2 ClickaTAB STOP at 5.0 cm in the
RULER.

D Setting Decimal Tab Stops

Decimal Tab Stops allow you to align text on characters such as decimal points.

s €D G 9+ U B B < B— 1 Click once more on the TABTYPE
file ~ Home Insert Draw Design Layout  References  Mailings  Review  View bOX tO Set |t tO a DECIMAL TAB STOR

ﬁ ; Calibri Body) ~ 11~ AT A Aav Ao im

Paste B I U- a
« <F Format Painter .
o

lipbog

ITEM PRICE DISCOUN

| 2 Click DECIMAL TAB STOPS at 7.5 cm

and 11.0 cm.
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E Completing the Table

AutoSave (@ off) D-UNQ & -

ks

Paste
v <F Format Painter

Clipboard

File Home Insert

[}

1 Press the TAB key once and enter:

£ search (Alt+
Draw Design Llayout References  Mailings  Review View  Help
Calibri Body) =11~ AT AT Aa~ Ao == =3E 4L T aasbcend

BT U-abx ¥ A 2.A-

=== = 1 Nor
E::: 1=. |- H- Normal

Font [} Paragraph (]
2 1 1 2 3 4 5
ITEM
Spade|

Spade

The text should move to the left as
you enter it.

PRICE DISCOUNT

Autosave (@ of) 2-00 B -~

s

Paste N
v <F Format Painter

Clipboard

File Home  Insert

[}

2 Press the TAB key again to move
the cursor to the first DECIMAL TAB
STOP and enter:

£ Search (Alt+

Draw  Design  layout  References  Mailings  Review  View  Help

Calibri Body)  ~/ 11 ~ AT A" Aav Bp | I v i=

BT Uva x, ¢ Av @+ A

==la
== 21 1 pasbeend

El=== = o.E. | ttm

Font [ Paragraph ]

ITEM
Spade

$13.65

The decimal point should stay level
with the DECIMAL TAB STOP.

PRICE DISCOUNT
$13.65|

File Home Insert

Draw  Design  Layout  Referenc

3 Press the TAB key again to move the
cursor to the second DECIMAL TAB

£ Search (Alt+

STOP, enter:

es Mailings Review View Help

Calibri (Body) ~ 11~ A" A" Aav B | iz}

BT Uva x, ¥ Av @+ A~

Font

$2.50
and press <enter>.

DISCOUNT
$13.85 $2.50
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13

Using the Table Tools

In the last chapter you used TAB STOPS to create simple tables. When more detailed
tables are required, Microsoft Word’s TABLE TOOL can be used. Basically, the TABLE
feature is a simplified spreadsheet that can be inserted anywhere in a Word document.
Its use can save you having to set margins and indents using the Ruler. Let’s create a
simple roster to illustrate the use of the table tools.

Entering the Heading

1 Load Microsoft Word or close the current file and start a NEW BLANK DOCUMENT.

2 Enter the heading:
MAKE BELIEVE HIGH SCHOOL

and press the <enter> key twice to add some space after it.

wtoSa v ocumentd - Wor P Search (Alt+Q)
File  Home Inset Draw Design layout References  Mailings  Review View  Help
=1 X cut ‘ R 1 | =5 A
D Calibri (Body) ~ ~ 14 ~ 2 =Y E Y Y= 2 AaBbCeDd | AaBbCeDd AaBbCc AaBbCcl AaB AaBbCcD AaBbCeDd AaBbCcDd AaBbCcDd -
o . o 1=, v FEI . 1 Normal | 1N

paste oy B|I U-vab x X
" e 3 Highlight the heading and set it to
14 pt, BOLD and a FONT COLOUR.

Clipboard ] Font

MAKE BELIEVE HIGH SCHOOL

Inserting the Table

AutoSave (@ of) D-D N0 -

File  Home Insert Draw  Design  Layout  References  Mailings  Review  View  Help

AaBbCeDd | AaBbceDd AaBbCc AaBbCcl AaB AaBbCeD AgBbCcDd AaBbCeDd AaBbCcDd [

1 Normal | 1 No Spac.._Heading 1 Heading 2 Title Subtitle _Subtle Em.. Emohasis _Intense £, 5

1 Position the cursor on the second
blank line after the heading.

= " g
D Calibri (Body) 11 v a

Paste
~ ¥ Format Painter

Clipboard

B I U-a x X

MAKE BELp#c HIGH SCHOOL
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AutoSave (@ off) DD B = umes P Search (Alt+Q)
% éomeu Insert HF t:vuutia RE!;@:(ESd:DMalI\rngs Review  View  Help 2 Open the INSERT tab of the RIBBON
o o || i e ] and click on the TABLE icon.

3 Move the pointer across 2 columns
in the grid and down 3 rows to
highlight a 2 x 3 table (a‘live
preview'is provided) then click the
mouse button.

i B4 Draw Table ‘

fE Excel Spreadsheet

P search (Alt+Q)

File Home Insert Draw Design Layout References Mailings Review  View Help  Table Design Layout

[] Header Row  [] First Column
[ Total Row  [] Last Column
[v] Banded Rows [] Banded Columns

Table Style Options

A 2 x 3 table is inserted at the cursor
position and the TABLE DESIGN
and LAYOUT tabs are added to the

MAKE BELIEVE

RIBBON.

Changing Column Widths

The widths of columns can be adjusted.

= - — — 1 Move the pointer over the border
Ha  Homa meat Daw Dwign layow Feemces Mellas Relew vn Hup Dabieed at the centre of the table until

it changes to a cross hair with
e i .../ horizontal arrows.

MAKE BELIEVE HIGH SCHOOL

]
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0 Search (Alt+Q)

File Home Insert Draw Design Layout References Mailings Review View Help Table Desi

2 Drag the border to the left so that
COLUMN A is 4 cm wide.

[4] Header Row  [] First Column
TotalRow [ Last Column
Banded Rows [] Banded Columns.

Table Style Options

MAKE BELIEVE HIGH SCJOOL

: AN , .
‘1 3 COLUMN B is now much wider. l

Merging Cells

A heading will be entered in the top row, but it will need to extend across the top of the
table, so the top two cells will be merged into one cell.

P search (Alt+Q)

File Home Insert Draw Design Layout References Mailings Review View Help Table Design Layout
[v] Header Raw  [] First Column
Total Row [ Last Column
Banded Rows [ ] Banded Columns < Styles

Table Style Options Table Styles
1211 E 1 2 3 B 5 6 7 TRt 8

- 1 Drag the I-BEAM across the top two
cells to highlight them.

AutoSave (@ off) ) e = ume: P Search (Alt+Q)

File Home Insert Draw Design Layout References Mailings Review  View Help Table Design Layout

MR R ODEEaEE S OeC A& 0 5 B &

BB8E8 Text Cell Sort  Repeat Convert Fon

[mm-) [=ita} e ry M
B0 F [OHeight 04sem 2| O pistibuteNGs

I

Select View Properties | Draw Eraser | Delete Insert Insert Insert Insert n i AUIOFIt | vt 1649 em ~ || B Distribute Colun
~  Gridlines Table ~ | Above Below Left Right Cells Table -+ i s ~ | & ] [=] [=] Direction Margins Header Rows  to Text
Table Draw Rows & Columns s LS Merge Data
2 11 8 1 2 17 18

A Bl e oo 2 Open the table LAYOUT tab in the
- RIBBON and click on the MERGE

i

I CELLS icon to combine the two cells
into one.
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AutoSave (@ off) D0 = Documentd - Word O search (Alt+Q)
File ~ Home Insert Draw  Design  Layout  References  Mailings  Review  View Help  Table Design  Layout
[mmm] [ = =1 — —
l} =58 % E;Jf 5% @ EEE Eiﬂ SH B | = @ D | FA | [Height o4sem o) OF Distrbute Rows B0 A3 @ %\\, (E
Select View Properties = Draw Eraser | Delete Insert Insert Insert Insert split  Split | AutoFit | £ ~1| £ Distribute Columns HEE Text  Cell Sort  Repeat Convert Fon
v Gridlines Table v Above Below Left Right Cells Table ~ o : e =] & & pirection Margins Header Rows to Text

Table Draw Rows & Columns. ] Merge

3 Click in the top cell and enter:
Yard Duty Roster, 15 October 2023

Yard Duty Roster, 15 October 2023

AutoSave (@ off) RGN k] z Documentd - Word O Search (Alt+Q)
File Home Insert Draw Design Layout References Mailings Review View Help Table Design Layout

E&C“' Calibri Body)  ~ 12
Paste E Cupy
v <F Format Painter

w7 === 4 Highlight the text and set it to

12 pt, BOLD, a FONT COLOUR and
CENTRE to centre the text across the
two columns using the HOME tab or
the MINI TOOLBAR.

1 Normal

BT U-va x, ¥ Av £+ = 'v&.

Clipboard [

6

MAKE BELIEVE HIGH SCHOQL

Yard Duty Roster, 15 October 2023

NOTE: You can click to the left of a row to highlight the whole row. You can
also click in the first cell to be highlighted then hold down the SHIFT
key and click on the last cell to be highlighted.
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Adding Tables to Documents

Tables in Microsoft Word are basically a simplified spreadsheet that can be inserted
anywhere in a Word document. To illustrate this a table will be added to a prepared
document about discounts offered by a company selling computer equipment.

Loading the Prepared Document

A sample letter has been prepared for you. Your task will be to insert a TABLE into it.

1  Load Microsoft Word and click on OPEN or close the current file, click on the FILE tab
and select OPEN.

2 Browse to the WORD 2023 SUPPORT FILES folder, open the CHAPTER 14 folder and
load the file: Client Letter and select YES to the READ-ONLY message.

3 Click on the FILE tab, select SAVE AS, browse to your WORD PROCESSING folder and
save the document as:

Letter With Table

Inserting a Table
A table will be placed in the centre section of the letter.

1 Read through the letter to become familiar with it.

Autosave (@ of) (G N k] v

File  Home Insert Draw Design  Layout eferences lailings ~ Review  View  Help
= o . - OFind ~
0 Times New Rome v 12~ - B viE=E== AaBbCeDa AaBh(  AaBbCeDd AaBbCeDe AaBbCcD Aalj AaBbCeDd AaBbCcDa AaBbCcDa b reot
- *| | GcReplace
Paste 5 3 = = = o EE Emph, Heading 1 | 1 Normal Strong Subitl Titl 1No Spac.. Subtle Em... Intense E... [
= Do B I U-~d x x A & mphasis eading ormal ong e e pac. e Em. en Iy Select ~
Clipboard & Styles 5| Editing

z oo iono00 R R TR R R AR AR RN TR R RO
MEGABYTE

B COMPUTER SALES

N ) 315 High Street Geelong 3220 N4

2 Position the cursor at the beginning
of the second blank line after the
first paragraph.

w 30 November, 2023

Dear Valued Client:

With the end of the yg# fast approaching, we are pleased to announce that we are setting aside
December as a disg#nt month. There will be huge price reductions available on our entire product
range with speg# deals for bulk purchases. We can also arrange finance for those wishing to take
ge gflhe discounts now and pay later. I'm sure you will find our terms very competitive.
Somg gffe specials on offer are:

(All prices include GST)

@ Please do not hesitate to contact our sales staff for advice on your office, business, school or personal
computer use
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3 Open the INSERT tab of the RIBBON
and click on the TABLE icon.

AutoSave (@ off OnhBE <+

File Home Insert Uesign Layout References Mailings

L = + ]
% D =] - 14 B Get Add-ins HP)
Cover Blank Page Table 30 SmatAt Chart Screenshot | oy 4y | Online | Link Bookmark Cross Comment | Header Footer Page Text Quick WordArt
Page v Page Break - Models ~ O Videos - reference v ~  Numberv | Box~ Patsv v ] objd
Pages 45 Table Illustrations Add-ins Media Links Comments Header & Footer Text
a4 [RNRE R 1 2 3004 s 6 7 Bl 9.0 10 1Ak 1201131 1401 5. 0016 a8
Dear Valued Client:
With the end of the year fast approaching, we are pleased to announce that we are setting aside
S December as a discount month. There will be huge price reductions available on our entire product

range with special deals for bulk purchases. We can also arrange finance for those wishing to take
advantage of the discounts now and pay later. I'm sure you will find our terms very competitive.

- | a Drag across so that 4 columns are
—— highlighted then drag down so that
5 rows are highlighted.

ER insert Table..

o EZ] Draw Table

B@ Excel Spreadsheet
FH Quick Tables > (Al

Please do not hesitate to contact our sales staff for advice on your office, business, school or personal
& computer use.

AutoSave (8 of) 9-U0hBE = Client Letter - Read-Only v L Search (Alt+Q)

File Home Insert Draw  Design Layout References Mailings Review  View Help  Table Design Layout

] Header Row  [<] First Column =
] Total Row Last Column
v| Banded Rows Banded Columns

Table Style Options

4 2.1 B 1 2
Dear Valued Client:
With the end of the year fas
@ December as a discount n
range with special dea)
2 advantage of the dj

Some of the spg#als on offer are:

(Al prices include GST)

Please do not hesitate to contact our sales staff for advice on your office, business, school or personal

2 computer use.

NOTE: COLUMNS are usually referred to by a letter, A, B, C, etc. ROWS are
referred to as numbers, 1, 2, 3, etc. The rectangles in the TABLE are
called CELLS and they are labelled with the COLUMN then ROW labels.
For example, the first cell is A1, the cell directly below it is A2, the cell
directly to the right of it is B1.
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6 Notice that the Ruler now has
four separate sections, one for
each column, each separated by
COLUMN MARKERS.

AutoSave (@ oft) S-L0hBE = £ search (Alt+Q)

File  Home Insert Draw Design  Llayout  References  Mailings  Review  View Help  Table Design

Client Letter - Read-Only

7] Header Row [ First Column
[ Total Row  [] Last Column T = e
[] Banded Rows [] Banded Columns ST S g

Table Style Options

Dear Valued Client:

With the end of the year fast approaching, we are pleased to announce that we are setting aside
December as a discount month. There will be huge price reductions available on our entire product
range with special deals for bulk purchases. We can also arrange finance for those wishing to take

El advantage of the discounts now and pay later. I'm sure you will find our terms very competitive.
Some of the specials on offer are:

; | I I :

a | |

: >,>\— 7 Atthe moment the cursoris in
: wms  COLUMN A (the first column) so
its indents are displayed.

NOTE: You can use the Ruler to adjust the indents for any column, add TABS

or alter the width of the column.

Adjusting the Column Widths

The first column will contain equipment names and, as such, it will need to be wider
than the other columns.

rson €D B 9+ D D & £ s 1 Move the pointer over the border
fn:merr::weJ F:i:umnmw Design  layout  References  Mailings  Review  View  Help  Table Design between COLUMNS A and B

until it changes to parallel lines
with horizontal arrows and drag

[ Total Row [ Last Column

[¥] Banded Rows [ Banded Columns

Table Style Options

4
B Dear Valued Client: H h h
. the border to the right so that
With the end of the year fast approachffig, we a
December as a discount month. Therafhl COLUMN A is 5.0 cm wide
range with special deals for bulk pugfliases. We * *
& advantage of the discounts now agf/ pay later. I
Some of the specials on offer ar
]

F

: \q‘ 2 The width of the COLUMN B will
be reduced.

(Al prices i
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Fle  Home Inset Draw  Design Layout References  Mailings ~ Review  View Help  TableDesign  Layout
il oo | B |, Al o FIEIE A= A = o
I} =] % E/’] < @ [aoa) Eﬁ a8 3B EED | P {Dreight o49em 2| OF oistibligows EEE 2= 5 = M
Select View Properties | Draw Eraser | Delete lnsert Insert Insert Insert | Merge Split Split | Autofit |y noc | EH o AN Text  Cell Sort  Repeat Convert Formula
Gridlines Table ~ | Above Below Left Right | Cells Cells Table v = " - || [=] (& & oirection Margins Header Rows to Text
Table Draw Rows & Columns I Merge Cell Size L Alignment Data
a FINIEE N | 11 2.1-3 141 @1 6.1-7-1.8 A T A
Dear Valued Client:
With the end of the year fast approaching, we are pleased to announce Wat wiare setting aside
B December as a discount month, There will be huge price reductions availabMgn odentire product
range with special deals for bulk purchases. We can also arrange finance for Mge
o advantage of the discounts now and pay later. I'm sure you will find our terms Wy Nnpetitive.
Some of the specials on offer are:
= [
(All prices include GST)

# Pleasedunmhesimemcomacloum.lesmfrmni 3 High"ght COLUMNS B' C and D and
click on the DISTRIBUTE COLUMNS
icon in the table LAYOUT tab.

computer use

NOTE: i You can also adjust a column’s width by moving the pointer over
the centre ‘bar’ of the TABLE COLUMN MARKER in the Ruler and
dragging the ‘bar’ to the required width.

Row heights can be adjusted using the vertical Ruler at the left of
the screen.

Entering Data into the Table

The data can now be entered into the table.

A The Headings

View Help Table Design Lavout

Fle Home Inset Draw Design layout References  Mailings  Review
> EH CEE B weeee o 10 Click in cell A1 and enter:

Select View Properties Split - Split | Autofit =3 39 0
~  Gridlines e -

Cell,

Table

Equipment

Dear Valued Client:

With the end of the year fag#ipproaching. we are pleased to announce that we are sefting aside
December as a discount g#th. There will be huge price reductions available on our entire product
range with special degfor bulk purchases. We can also arrange finance for those wishing to take
advantage of the g#Counts now and pay later. I'm sure you will find our terms very competitive.

Some of the spg#ials on offer are:

Equipment Brand

: 2 Press the TAB key to move the cursor

: \, to cell B1 and enter:
Brand

(All prices in
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Using Sections

Microsoft Word allows you to split a document up into SECTIONS. Each SECTION can
have its own formats such as columns, headers, footers, page numbers, etc. For example,
in a multiple page document you might wish to have some pages with text in columns,
other pages with just one column, or you might even need to have part of a page in
columns and the rest of that page in one column.

Sections Within Pages

A Loading a Sample File

1  Load Microsoft Word and select OPEN or close the current file, click on the FILE tab
and select OPEN.

2 Browse to the CHAPTER 15 folder of the WORD 2023 SUPPORT FILES, open the file:
Sections
Selecting YES to the READ-ONLY message.
3 Click on the FILE tab, select SAVE AS, browse to your WORD PROCESSING folder and

save the document as:
Sections

B Creating the First Section

The heading will be placed in its own section then formatted.

wtoSave (@ off) > Sections - Read-Only * Saved to this PC £ Search (Alt+Q)
File Home Insert Draw  Design Layout References Mailings Review  View  Help
[ . A A Aar B | IEviEemy | EE0T -
L0 Times New Roms v| 12 ~ av fp = viz=vomv 2IE g AaBbCcDa AqBbhC |AaBbCcDd| AaBbCeDi AaBbCeD Aa]j AaBbCcDd AaBbCcDa AaBbCcDa
Paste B I U-. X X v £ A =ZS=E=EEIE O Emphasis Heading 1 1 Normal Strong Subtitle Title 1 No Spac... Subtle Em. Intense E |
Sromurio | VT U K A2 AL STZEE 6B ; ; #
Clipboard 1 Font ] Paragraph ] Styles 5|

I TN B 1 2 3 4 5 6 7 8 9 10 1 12 13 14 15 [ AN T}

1 Position the cursor at the beginning
of the first paragraph.

apan is becoming a very popular honeymoon destination for couples looking for beautiful
scenel endly people, different cultures, excellent shopping and high class restaurants. It can
be considered a country of extremes, modern, high tech. cities to remote hideaways, unspoiled

© beaches and ancient landmarks,
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AutoSave (@ v Sections - Read-Only » Saved to this PC v P Search (Alt+Q)

File  Home Insert ~Draw  Design Llayout References  Mailings  Review  View  Help

0 B[ E

Margins Orientation Size Columns

= Breaks [E= aiign ~

Spacing =] P [’E

Page Breaks Selection

Pane -

2 Open the LAYOUT tab of the
RIBBON, click on the BREAKS icon
and select CONTINUOUS in the

SECTION BREAKS section.

Japan is becoming a very popular honeymaon destination for couples looking for beautitul
scenery, friendly people, different cultures, excellent shopping and high class restaurants. It can
be considered a country of extremes, modern, high tech. cities to remote hideaways, unspoiled
beaches and ancient landmarks.

<o

Page
Page Setup

Mark the point at which one page
and the next page begins.

Column

Indicate that the text following the calumn
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from

Section Breaks

——| NextPage
—)  Insert a section break and start the
section on the next page

Continuous
Insert a section break and start the new
section on the same page.

l} Tokyo, the capital is one of the great cities of the world. Busy, vibrant and exciting, vet,
Even Page although over fifteen million people inhabit the city, it has one of the lowest crime rates in the
Insert a section break and start the new world. This is one of its main attractions - the streets are relatively free of crime and it is safe
section on the next even-numbered page. 1o visit the vast array of night-life. You will need to be prepared to use public transport as

AutoSave @ = Sections - Read-Only v P Search (Alt+Q)
File  Home Inset Draw  Design layout References  Mailings  Review  View  Help

. . A === =2 ~ y r
ﬁj guRoma v 12 v AT AT Aav o | = v == LY | abcepa AaBbC |AaBbCEDd| ABBCeD: AaBbCeD Aa]j AaBOCeDd AaBbCeDa AaBbCeDa -

Emphasis  Heag:

Paste B I U.-
v <¥ Format Painter = £

T 3 Open the HOME tab of the RIBBON,
- click on the SHOW/HIDESY icon and
- the SECTION BREAK should be

_ © THEL visible.

scenery, friendly people, dif Trean:

‘modern, high-tech.

k yofe:
beaches-and -ancient landmarks.
q

Tokyo, the- capital- is- one- of- the- great- cities- of- the- world.- Busy,- vibrant- and- exciting, " yet,
it il hel . et

gh-over fifteen'million-people-inhabit-the-city, it-has steor

4  Click on the SHOW/HIDES icon again to turn it off.

NOTE: In effect you have split the page up into two distinct parts. The
CONTINUOUS SECTION BREAK command is used to create sections

within a page.
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C Turning on Text Boundaries

It is handy to permanently see where section breaks and paragraph breaks are when
adding content within a page. This can be achieved by turning on TEXT BOUNDARIES.

Sectons - Reod-Only b @ @ R.? I 0 X

Info

Sections
Desktop » Word 2023 Suppor Files » Chapter 15

@ Upload | | 12} Share | | @ Copy path

1 Click on the FILE tab to open
the BACKSTAGE VIEW and select
OPTIONS.

Properties -

Protect Document

Related Dates
Last Modified 1/04/2019 1:45 PM

5/11/2013 452 PM

Related People
Author -
i D it
R = a——— Rl .
Related Documents
" T open fite Location
Werd Options ? x
| -
Genera Chart EB Sections =
Display -
Properties follow chart data point ™)
Proofing —
G Show document content
2 Open the ADVANCED category,
Language Show background colors and images in
Accessibility Show text wrapped within the document window SCI’O” to the SHOW DOCUMENT
Advanced || Show picturs :

CONTENT section, turn on SHOW
TEXT BOUNDARIES and select OK.

Show drawings and text boxes on screen
Customize Ribbon

Show bookmarks

Ehow text boundaries)

Shaw crop marks

Quick Access Toolbar

Add-ins

Trust Center Show field codes instead of their values

AutoSave (@ off) DL e * Sections - Read-Only v £ Search (Alt+Q)

File Home Insert Draw Design Layout References Mailings Review  View Help

ﬁj . Times New Rome » (12~ AT A" Aa~ fp | i AaBbCeDe AaBhC | ABbCeDd| aabbCeDe Aszbeen A QB Ambceds aamseens sasrcn. -
Pusts 3 B I U-va&x x A2 A. Emphasis  Heading 1 | 1 Normal Strong Subtitle Title 1Mo Spac... Subtle Em.. Intense E.. [z
~ Format Painter - -

Clipboard 5 Font 5

3 The SECTION BREAK and
PARAGRAPH BREAKS are displayed.

I -

OF THE RISING SUN

Jlapan is becoming a vgfly popular honeymoaon destination for couples looking for beautiful
scenery, friendly peop)”, different cultures, excellent shopping and high class restaurants. It can
be considered a cougflry of extremes, modern, high tech. cities to remote hideaways, unspoiled
beaches and ancid landmarks,

Tokyo, the capital is one of the great cities of the world. Busy, vibrant and exciting. yet.
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D Completing the Banner

A rectangle will be used to highlight the heading in SECTION 1.

AutoSave (@ off DL B - Sections - Read-Only v P Search (Alt+Q)
File Home Insert raw Design Layout References Mailings Review View Help
L = 1 8 =
BD = M , e (3@ 4 01O IRD D IEE 4
ot

| 1 Open the INSERT tab, click on

Cover Blank Page | Table

Pictures|Shapes| lcons
Page~ Page Break v

My Add-ins ~
&My Addins Videos

=T “ @;Q?C;gmww the SHAPES icon and select the
: RECTANGLE shape from the
S RECTANGLES section.

= wTalw(m]mm]w) THE LAND

Rectangle yes

EOANTLGGOMOEE  Japan is becoming a very popular honeymoon destination for couples looking for beautiful

AutoSave (@ 0f) = Sections - Read-Only v p
file  Home Insert Draw  Design Layout  References  Mailings  Review  View  Help 2 Drag a rectangle around the
= | a1 = fats T
% D = @ O &I @ = j:ﬂ oy | Hicetaddins Eé h d. b . h
Comr Sonk e | Toble | Purs Shpes ks 30 Smont Cot St | o0 nagi o | O | U eading between Its paragrap
Page v Page Break - - Models v v OEVReE s Video: v
breaks.
x TRETE
~_ THE LAND OF THE RISING SUN
+
Llup:m is becoming a very popular honeymoon destination for couples looking for beautiful
= scenery, friendly people, different cultures, excellent shopping and high class restaurants. It can

3 Inthe SHAPE FORMAT tab set the
SHAPE FILL to DARK BLUE and the
SHAPE OUTLINE to NO OUTLINE.

AutoSave (@ off) V- B T Sections - Read-Only % 7~ _S¥ch (Alt+Q)
File ~ Home Insert Draw  Design Layout  References  Mailings, _Bas®% s Help  Shape Format
ENNDOOQO - £ZEdit Shape - £ shapé 13 7=l = Dhitring Forward ~ [E2Align v
ALLS G| Al braw Text Box v| 2 sh, o \ [ Align Text v = [Csend Backward, +
e~~{ } %~ = Alt Position Wrap
& Shape Effects ~ A Text Effects Text S0 et - Dty
nsert Shapes Shape Styles ] WordArt Styles Text Accessibilty
e [ By (R TR EE T TR TN RY R NI TR PR AR TR T RN F AR AR IR}

o

: | 4 Click on the arrow next to the SEND
: BACKWARD icon and select SEND

. BEHIND TEXT so that the text is

Japan is becoming a very popular honey
scenery, friendly people, different cultures, ex

be considered o couniry of extremes, modern, visible th rough the rectangle.

NOTE: You can use the ARROW keys to nudge the rectangle into place over the
text and use the handles to adjust the size of the rectangle.
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Using Styles

STYLES are a collection of formatting information about text. They are stored in the
STYLES group of the HOME tab and in the STYLES TASK PANE, and they can be applied
to text at any time. You can use PRESET STYLES provided by Microsoft Word or you can
create your own. The default Word style is NORMAL.

The major advantage of using STYLES is that once text has been set to a STYLE, when that
STYLE is adjusted all the text set to that STYLE is automatically adjusted as well.

Loading a Sample File

1  Load Microsoft Word and select OPEN or close the current file, click on the FILE tab
and select OPEN.

2 Browse to the CHAPTER 16 folder within the WORD 2023 SUPPORT FILES folder and
open the GOLF RULES file as a READ ONLY file.

3 Click on the FILE tab, select SAVE AS, browse to your WORD PROCESSING folder and

save the document as:
Golf Rules Styles

4  The file contains rules and etiquette for a golf club. Your task will be to format it
using styles.

Using Preset Styles

You will use one of Microsoft Word’s preset styles to format the main heading.

1 Highlight the heading MANICURE
GOLF CLUB.

eeeeeeee
ccccc

Paste

‘‘‘‘‘‘

MANICURE GOLF CLUB 2 Click on the MORE icon in the
..l STYLES group of the HOME tab, try
= ‘ some of the PRESET STYLES then

select one to format the heading,
such as HEADING 1.
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Creating Your Own Styles

Often the STYLES provided by Word do not suit all situations. Word allows you to create
your own STYLES.

A Setting the Formats

The first step in creating your own styles is to apply the formats that you want.

AutoSave @ o) [F] D~ ) [ T Golf Rules - Read-Only ~ P Search (Alt+Q)

File  Home Insert Draw Design Layout  References  Mailings  Review  View  Help

L LA Aae A
- [ copy

~ <F Format Painter Z‘Q v x, X

Clipboard [

Times New Romz ~ 12

=|a
= 2L | saBbcoba AQBDC |AaBLCeDd| AxBbeeDe assbced AAA D AsBbCeDd AaBbCeD taBbCoD. taBbCoDE HaBbCD

1 Highlight the first sub-heading,
LOCAL RULES, then set its FONT SIZE
to 12 ptand its STYLE to BOLD and

ITALIC.

s Heading 1

Local Rules

1 A ball Iying outside any boundary fence is out of bounds. Penalty: Stroke and Distance.

Hazards:

2 You will need to record this format so that the other sub-headings can be set to
that format.

B Saving the Style

The style needs to be saved so that it can be added to the STYLES group.

toSay o) B 9+ [ v Golf Rules - Read-Only v P search (Alt+Q)

Fle  Home Insert Draw Design layout  References  Mailings  Review  View  Help

“n X Cut

B Times NewRome ~ 12+ A" A” Aav Ay | I= v iZ AaBbCeDa AqBbC  AaBbCeDd| AaBbCeDe AaBbCcD AaB AaBbCcDd AaBbCcDa AaBbCcDa AaBbCcDa AaBbCcDa
Copy
ste T|Uva x, X Av 2. A~ Emphasis  Heading 1 | 1Normal | Stong  Subitie Ttle  TNoSpsc. SubfleEm.. IntenseE.  Quote Intense Q
2] X, 9 9 P
v Format Painter - -
Clipboard " Font m Paragraph rml AABBCCDI AaBBCCD AaBbCeD. AaBbCcDd
& ERRE TR 1.0 2 SubtleRef. IntenseR. Book Title 1 ListPara

A, create a Style

Ao clear Formanh

& Create a New Sty
A, soply syles.| S0 New Strle

¢

- MANICURE GOLF CLU| !

casily

{ 1 Click on the MORE icon in the
STYLES group of the HOME tab and
select CREATE A STYLE.

Local Rules
1 A ball lying outside any boundary fe

Hazards: The only hazards are:
(A) Any well-defined bunker.
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Create New Style from Formatting ? *

Name:
Sub-head — CE—

Paragraph style preview:

2 Call the style:
Sub-head
and select OK.

Stylel

AutoSave (@_oft) 90 [~ ¥ Golf Rules - Read-Only v P search (Alt+Q)

File  Home Insert Draw  Design Llayout References  Mailings  Review  View  Help

& Cut
Paste L-B ey

~ < Format Painter BTy s x ¢ A~ 2+ A~

Clipboard ] Font ]

Times New Rome ~ 12 ~| A" A" Aa~ fp | i= AaBbCeDa AaBhHC AsBOCED AaBbCeDe | AaBbCel| Aabbced AAA B aaBbcend apbcena sanscena aapscena

Emphasis Heading1 TNormal  Strong | Sub-heagyl Subtitle Title 1 NoSpac.. Subtle Em... Intense E Quote [

|

3 The SUB-HEAD style is added to the
: MANICURE GOLF CLUB STYLES group of the HOME tab.

Loeal Rules

1 A ball lying outside any boundary fence is out of bounds. Penalty: Stroke and Distance.

Hazards: The only hazards are:

C Applying the Style

The style can now be applied to other text in the document.

oSave (@ Of) 29-D N0 s Golf Rules - Read-Only v L Search (Alt+Q)

file  Home Inset Draw  Design Llayout References  Mailings  Review  View  Help

X cut e o — — —a
e Times NewRome v |12~ AT A" Aav fp | IS v Z = 2L N | aseceda AgBhC AsBYCDd AabbCeDn | AaBbCel | Aasbceo AA D asmbcedd sapscepa samscena aampcena
Cop; ¥
Paste pra ’ i z| U-vax, ¥ Av 2. A~ EE T Emphasis Heading1 1MNormal  Stron Sub-head |  subtitle Title  1NoSpac.. SubtleEm.. Intense E..  Quote o
! ormat Painter — - —
Clipboard © Font ] m Styles ]
x 3 2 1 1 2 3 1€ sub-head ' 12 13 1" 1501 016+ 1 17+ 1 18

1 Highlight the second sub-heading,
BREACH OF RULES, then click on
SUB-HEAD in the STYLES group of
the HOME tab.

Breach of Local Rules

1 Stroke Play: Two stroke penalty.
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AuteSave @ o) ] D~ D O & = Golf Rules - Read-Only v 2 Search (Alt+Q)
File  Home Insert Draw Design Layout  References  Mailings  Review  View  Help
[T A A pav R E
L Times New Roms ~ 12 ~ av Fo | % AaBbCeDa AaBbh(C AsBbCeDE AaBbCeDv | AaBbBCel AaBbCeD Aaﬁ AaBbCeDd AaBbCeDa AaBbCeDa AaBbCeDa [
Paste . . d 1 .
BI|I|U - v 2 A E Heading 1 N | Str fub-head |  Subtitle Title No Spac.. Subtle Em.. IntenseE.. Quote |¥
< Format Painter By -»x~A =S .
Clipboard 1 Font 5 Styles 1
= ERRRE TR 12304 7 [CRRIRETRIS RIS ANRETRRTY T
MANICURE GOLg
N Local Rules
1 A ball lying outsidk nce is gut-af boundsRanalisStsakio.and-Distancar
2 Hazards . . . .
(A =
. @ .| 2 Click in the third sub-heading,
©
s COURSE ETIQUETTE, and apply the
- must be lified, with
hole .
8 SUB-HEAD style to it.
Breach of Local Rule
1 Stroke Play:
- Mate
Course|Etiquerte
1 Each player must carry an individual bag of clubs.

NOTE: i Stylescreated from the STYLES group can be applied to a paragraph
(by just clicking in that paragraph and selecting the style) or to
highlighted text.

ii  You can press CTRL+Y to quickly apply the previously used STYLE.

The Styles Task Pane

Adding styles to the STYLES group is adequate for quickly adding styles to documents,
but when you want more control over the styles, the STYLE TASK PANE can be used.

A Opening the Styles Task Pane

P search (Alt+Q)

Fle Home st Draw Design Layout References  Maiings ew  View Help
© - . . 0
[ Times NewRome v 12 | A" A" Aav Ao | iZ 2L T damscepa AQBDC AsBbCeDd wBbcebr | dabCel| nasbeed A B asmvceps amscep samcene samena
PPPPP v A LA v Emphasis  Heading1 ~TMNomal  Stong | Sub-head | Subtitle Tile 1 NoSpac.. Subtle Em... Intense E. Quote  [3]
" S romatrimer | [EIEI Y - %, %[ A a- B = s g
aaaaaaaaa 5 5 ey o soes o

MANICURE GOLF CLUB

Local Rules

| 1 Click on the STYLES icon at the right
of the STYLES group in the HOME
tab.
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Creating a Table of Contents

A valuable application of styles is the automatic creation of a table of contents. To
illustrate this you will create a Table of Contents (TOC) for a travel agency.

Loading the Prepared File

1  Load Microsoft Word and select OPEN or close the current file, click on the FILE tab
and select OPEN.

2 Browse to the CHAPTER 17 folder of the WORD 2023 SUPPORT FILES and open the

file:
Table of Contents

as a READ ONLY file.

3 Click on the FILE tab and select SAVE AS. Browse to your WORD PROCESSING folder

and save the document as:
Table of Contents

Setting the Styles

Before Microsoft Word can automatically create a table of contents, the text must be set
to styles.

A The Main Heading Style

A style will be created for the Main Heading.

=11 Highlight the first line:'PLANNING

AutoSave (@ off) D-ONhBE * Table of Contents - Read-Only

[, | e o — YOUR FIRST.. then set the FONT SIZE
Srmamne |[E==EAEET S to 18 pt and the STYLE to BOLD.

PLANNING YOUR FIRST TRIP TO BRITAIN

Nothing can ever match the thrill of your first visit to Britain. You can go back to Britain numerous
times, but it is never quite the same as that first visit.

Entry into Britain

Getting a tourist visa into Britain is not a problem for Australians, so long as they don't intend to
stay longer than 6 months, the maximum time allowed for tourists.
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AutoSave (@ off

Y-0 N0 2 Table of Contents - Read-Only v O Search (Alt+Q)
File  Home Insert Draw  Design Llayout  References  Mailings  Review  View  Help
[ X cut - —
L, Cambria (Heading |18~ A A" Aa~ fo | i~ AaBbCeDa AaBhC |AaBbCeDd| AaBbCer AsBbced A D AsBvceDd eBbcena sambcena
Copy

(=1 = E I Uva x, ¥ A~ 2 A Emphasis  Heading 1 | 1Normal | Strong Subtitle Tile  1NoSpac. SubtleEm. Intense E
~ Format it Painter - !

Cipboard 5 Font 5 [— 5| | daBbCeDa e AABBCCDI AABECCD AaBbCeD. AaBbCeDd

20010 1 2 3 4 5 Quote tense Q Subtle Ref. ntense R. Book Title List Para.

A, Create a Style

Ay Clear Formatti

I -

Create a New Style
[«

fe
- PLANNING YOUR FIRST TRIP

A, Apply Styles.. e

2 Click on the MORE icon at the right

Nothing can ever match the thrill of your first vis
times, but it is never quite the same as that first v,

: of the STYLES group of the HOME
tab and select CREATE A STYLE.

Entry into Britain

Create New Style from Formatting ?

Nanme:

Enter the name:

Main Heading

<=

Paragraph style preview:

Style1

Main Heading
and select OK to set the style.

Cancel

The style is added to the STYLES
group in the HOME tab and to the
STYLES TASK PANE if you wish to
open it.

Autosave @) v-LR e -
File

Table of Contents - Read-Only P search (Alt+Q)

Home Inset Draw Design layout References  Mailings  Review  View  Help

< -
& cut Combria (Heading + 18 a

AaBbceba AaBbC | AaBbi| Apvcend TOAA D aBbcend ambcena ?
nal

—— [@copy % Alblace
e B|I U.a x ¥ Emphasis  Heading 1 | Main Hea = Stong  Subtitle Tile  TNoSpac. Subtlem.. |5 ool RFdit
v <FFomat Painter = & - B " I sfect v
Clipboard = Font siyles I " it ~
Proren IR R TR R R R R R R SR S R R Ry R Ry R A R IR IR s
Styles voox

Clear Al

“Body (Calibri), § pt

Entry into Britain

Getting a tourist visa into Britain is not a problem for Australians, so long as they don't intend to
stay longer than 6 months, the maximum time allowed for tourists.

PLANNING YOUR FIRST TRIP TO BRITAIN Heading 1
Main Headin
- Nothing can ever match the thrill of your first visit to Britain. You can go back to Britain numerous g
times, but it is never quite the same as that first visit. Normal

This has automatically recorded the style as a LINKED (PARAGRAPH
AND CHARACTER) style and set the highlighted text to that style in one

step.
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B The Paragraph Style

A style will be set for the articles of the document.

Table of Contents - Read-Only v £ Search (Alt+Q)

file  Home Insert Draw  Design  layout References

& cut Calibri (Body)  ~ 12~ A" A" Aav Bp | ¥
pote. ECOPY : 2. A
< <Fromatpainter | B L Y v X XA Ly D
Clipboard 5 Font 5
L 2

Mailings Review View Help

iEv Ty EE AT asscene AaBbC AaBbi| Abcebs aabcede assbceo A AsBbcens aascena -

= O 3 Emphasis  Heading 1 Main Hea. 1 Normal | Strong Subtitle Title 1No Spac.. Subtle Em... 3

Paragraph [

ety ~ | 1 Highlight the paragraph below

Distribute your text evenly be

the main heading and click on the

Justified text gives your document

JUSTIFY icon in the HOME tab of the

PLANNING YOUR FIR#7 TRIP RlBBON

Nothing can ever match the thrill of your first visit
times, but it is never quite the same as that first visit®

AutoSave (@ of) 5w o Table of Contents - Read-Only v £ search (Alt+Q) Greg Bowden GE

Fle  Home Insert Draw Design Llayout References

X cut Calibri(Body) v 12 v A" A" Aav Ap | F
Paste. LDCoRY 2 2 A
o e | D YRS B A~ e
Clipbosrd B Font 5
v 2

Mailings Review View Help

== 2T amscens AaBbC AaBbi A®bceds aabbeede assbeeo A A Asvcend danscena

T Emphasis  Heading 1 Main Hea... | 1 Normal Strong Subtitle Title 1 No Spac.. Subtle Em.
R &l | AaBbCcDa AaBbCcDa AaBbCcDa AABBCCDI AABBCCD AaBbCeD. AaBbCeDd
1 2 31415 IntenseE Quote  Intense Q.. Subtle Ref.. IntenseR.. Book Title 1 List Para

A, Create aStyle

Po ClearFormal™ L 0 e

A, apply Styles| Create a style based on th
formatting of the selected text

PLANNING YOUR FIRST TRII veistcre your signature took in
the

e Gallery so that you can

Nothing can ever match the thrill of your firsty <" > 297" 1+ Rritain

times, but it is never quite the same as that first vi

2 Click on the MORE icon at the right
of the STYLES group of the HOME

Entry into Britain

Getting a tourist visa into Britain is not a problem fi

tab and select CREATE A STYLE.

Create Mew Style from Formatting

Mame:

Paragraph <=

3 Name the style:

Paragraph style preview:

Stylel

Paragraph

and click on OK to set the style.
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C The Sub-Heading Style

Each sub-heading in the document will need to be set to a style.

AutoSave (@ off) = Table of Contents - Read-Only v P search (AltsQ)

File  Home Insert Draw Design Llayout  References  Mailings  Review  View  Help
& cut aa | B | = == 80
0@ Calibri (Body) ~ ~14 ar rfp | = ==z AaBbteDa AaBbC AaBbl AsBbCeDd AaBbCCDi AaBbCeDi AzBbCeD Aa]j AaBbCcDd
Copy 2
Fasta v E v DY Emphasis  Heading 1 Main Hea... | f Normal | Paragraph Strong Subtitle Title 1 No Spac... 3
v <¥ Format Painter =
Clipboard [ S Paragraph 5} Styles &

13

1 Highlight the first sub heading ‘Entry
into Britain’and set the FONT SIZE to
14 pt and the STYLE to BOLD.

‘14

tne thrill of your first
ver quite the same as that firs

Nothing can ever
times, but it i
Entry into Britain

Getting a tourist visa into Britain is not a problem for Australians, so long as they don't intend to
stay longer than 6 months, the maximum time allowed for tourists.

AutoSave (@ off) -0 E ¢ Table of Contents - Read-Only v £ search (Alt+Q) Greg Bowden GE
File  Home Inset Draw Design Llayout  References  Mailings Review  View  Help
& cut ~ v =
i ColibriBody)  ~ 14~ AT AT Aav fp | IS = aaBbCeDs AaBbC AaBhi Abbcedd AasbceD sambeed azsbeeo A B assvcene
Copy
Paste I U. X, X v &2 A = O Emphasis  Heading 1 Main Hea. 1 Nermal | Paragraph Strong Subtitle Title 1 No Spac.
« < Format Painter U~ x A 2, El = a5} g g 9 .
Clipboard = et = Peragraph & | AaBbCcDa AaBbCcDa AaBbCcDa AaBbCcDa AABBCCDI AABBCCD AaBbCeD. AaBbCcDd
« TN 100020031415 SublleEm.. IntenseE. Quote  Intense Q.. SubtleRef.. IntenseR.. BookTitle T ListPara..
B A, Create a Style
- Po Clear ™
- Create a New Style
A BPPY Create a style based on the
formatting of the selected text
B PLANNING YOURFIRSTT ... your signature look in
the Style Gallery so that you can

- Nothing can ever match the thrill of your{ easil,

- et 2 Click on the MORE icon at the right
Entry into Britain of the STYLES group of the HOME
o it tab and select CREATE A STYLE.

Create New Style from Formatting ? X

[Name:

Sub-Heading 6

Paragraph style preview:

3 Name the style:
Sub-Heading
and click on OK to set the style.

Stylel
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Chapter

Adding Charts to Documents

Microsoft Word has the ability to create charts for the use in documents. Its charting tools
are very similar to those in Microsoft Excel. If you have used charts in Excel you should

be able to easily create charts in Microsoft Word. You can also import charts drawn in
Microsoft Excel directly into Microsoft Word.

1  Load Microsoft Word or close the current files and start a NEW BLANK DOCUMENT.

£ Search (Alt+Q)

File Home Insert graw Design References

et - 3 2 Open the INSERT tab of the RIBBON
% D " | o ke ®l2 Eﬁ? L #————————=  and click on the CHART icon to open
the INSERT CHART dialogue box.

Layout Mailings

Pages

Insert Chart

(i Charts)

The chart types are listed at the
left, select COLUMN, click on the
CLUSTERED COLUMN chart and

select OK.

p SN _
File  Home Inset Draw Design Llayout References  Mailings Review View Help  ChartDesign Format
Add Chart  Quick | Change bl 1t ol b bl ek LL—LL_ (7T H T R | | switch Rows select it Change
Element v Layout~ | Colers v Column Data Data~ Chart Type
Chart Layouts Chart Syl Data Type
s R A A Y. )

- 4 Some sample data is displayed in
Chart T a DATASHEET PANE and a chart is
plotted on that sample data.

[« I

i Series 1 |series2  Series3 E
q 2 Category 1 43 24 2

3 Category2 25 a4 2
2 4 Category 3 35 18 3

5 Categoryd 4.5 2.8 5,
x 6 B
: q o]
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The Datasheet Pane

The data to be plotted is entered into the DATASHEET pane. When data is plotted by
ROWS the following diagram indicates where the sections of the DATASHEET pane are
placed on the graph.

Ve

Select all Legend
cells button Values

A | B = D E F G H | -
1 I Series 1 Series 2 Series 3
2 Category 1 4.3 2.4 2
3 Category 2 2.5 4.4 2
4 Category 3 35 18 \
5 Category 4 4.5 28 5
6 =
I AN L]
X-Axis Data items to be
Values plotted (Y-Axis)

Entering the Chart Data

We will create a simple column chart of the office expenses incurred by a business over
a three month period.

A Completing the Datasheet

Labels and values are entered into the DATASHEET pane and Microsoft Word will plot
the chart for us.

e — 1 Click on the CATEGORY 1 label in
cell A2 of the DATASHEET pane and
A B C D E F G enter:
; - .Senes 14-5 Series 22-4 Ser:e; 3 - Wages
3 Category 2 2.5 4.4 2
4 Categor . . .. o
o s 45 28 : This is the first X-Axis label.

6
<

18-2 © Guided Computer Tutorials 2023



18

Adding Charts to Documents

File

Home

il

Add Chart Quick
Element ¥ Layout +

Chart Layouts

O Ssearch (Alt+Q)

Insert  Draw  Design Layout  References  Mailings  Review View Help  ChartDesign  Format
' = D il
e b bt ot | & il bobabl hoolitabd oot =1 | switch Row/ Selﬂ Ef ; Change
Colors v Column  Data Data~ Chart Type
Chart Styles Data Type
2 1 1 2 3 5 & 8 9 10 1 12 13 1 15 16 o470 <18 19
Chart Title E
3000 m
2500 [ 7]
2000
2 Press the <tab> key to move the
1500
cursor to cell B2 then enter:
500
) 2482 <tab>
Wag Category
o 2765 <tab>
5 2783 <tab>
A B Lz D B
1 Series 1 ories 2, Series 3
2 |Wages 2482 2765 2783
3 Category 2 25 4.4 7
4 Category 3 35 1.8 3
5 Category 4 4.5 2.8 5,
6
:
|

NOTE: The chart should adjust as you enter each value. The values are
plotted in different colours.

File

Home

il

Add Chart  Quick
Element ~ Layout ~

Chart Layouts

£ search (Alt+Q)

Inset  Draw  Design  Layout  References  Mailings  Review View  Help  ChartDesign  Format
J IR g B A
crange | Il W | pt bbbl bbbkl okbich n < | Switch Row/ Select _Edit Change
Colors Column  Data Data~ Chart Type

Char tyes Daa Type

[ SO ] 1 2 3 4 5 6 7 8 9 10 11 12 13 it 15 16 17-1 18+ 19
Chart Title =

3000 rﬂ

2500 [ /‘

2000 [?‘

1500

1000

500

o

4 Category 3
5 Categoryd
6

In cell A3 enter: Rent
then enter the RENT values in the
next 3 cells. They are the same

($800) for each month.

3

q
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the POWER costs (1275, 1141,
1738).

File Home Insert Draw Design Layout References Mailings Review View Help Chart Design Format
il e =l = IR . o B mE |
Add Chart Quick Change Ii 'l Il Il ] | l | EEikE I.I._I.LI.LJ.L. [i ﬂli] |] Ila"-l!ll“ h ‘l Il || = Switch Row/ Select Edit Change
Element v Layout~ | Colors » Column  Data Data~ Chart Type
Chart Layouts Chart Styles Data Type
[N [ OO | 1 2 3 4 3 6 7 8 9 10 1 12 13 " 15 BLERNNEEE * RS |- TS )
~
Chart Title
B 3000 ’E
i i \ 7
2 2000 } ‘ =
.
: ‘ 4 Enter the third row of values for
2 1000 ‘
. \ I I ‘
500 ‘
s e

3 Rent
= 4 |power
5 Category4
bt 6
|

O Search (Alt+Q)

File Home Insert Draw Design Layout References Mailings Review View Help Chart Design Format

i : ' in
AAEDE%E‘H iE;k Ce IF 'l I' || ‘ I | l § I.L_I.LI.LJ.L H “l[l u il-"-ll‘l" [‘ || I‘ || ; Switch Row/ se\eiE ?{ CEQ’\JQQ

5 Enter the month names for

: Chart Title the values you just entered in
- ‘ cells B1,C1 and D1 (May, June,
: July), then press <enter> to

: ' I accept the labels. These are

; | the LEGEND labels.

i 2482 2765

3 Rent 800 800
2 4 Power 1275 1141
i 5 Category 4 4.5 2.8
N 6

3l
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The DRAW TABLE tool can be used to create detailed publishing documents. This is where

you layout a page into blocks (cells) and insert text and/or graphics into those blocks.
To illustrate Word’s publishing capabilities the following document will be created.

9
(G
7,
&
o
L
W
2
afd
-
@
Q.
o
L
o

PARRY & SYKES
REAL ESTATE

HIGEH TN

Just listed, this sound home
offers 4 good-sized
bedrooms, comfortable
lounge, central kitchen, plus
family room. Excellent
parking makes this a most
appealing bome. Call pow
for your inspection,

Asking onlv $928,000

BELMONI

Deelightful BY home in a
most  desirable  street,
featuring 3 bedrooms each
with BIR, sidy, updated
kitchen, tastefully decorated
lounge with a northerly
aspect.  Your inspection is
highly recommended.

Priced to sell at S808,000

HIGHTON

Low maimenance home in a
quiet court hamdy to the
Highton Shopping Centre,
Very good condition mside
and out with many 1nfenal
improvements. New carpets,
well established garden and
I double garage.

| Special price S832,500

BELMONT

Beautifully presented 3 BR
home of 14 aquares. All new
appliances, BIR in each
bedroom, bathroom  with
vanity unit and separate
shower recess. Canside there
15 a well-established garden
and double garage.

Reduced ta $795,000

225 High Street, Belmont, Ph: 03 5243 8852
AH: Graeme Parry 0410 489 259, Rebecca Sykes 0410 590 389
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The Thumbnail Sketch

Whenever you embark on a publishing task some prior planning of what you want your
page to look like is necessary. Usually a rough sketch of the page is drawn on paper
showing where you intend to place the text and graphics frames (cells). This sketch is
called a THUMBNAIL SKETCH. A THUMBNAIL SKETCH (Table Layout) for the page you are
about to create is shown below.

In this case you will be creating an A4 paper document. The measurements of the A4
page are 21.0 cm across and 29.7 cm down. The normal margins are set to 2.54 cm
which will leave a work area of about 15.92 cm across and 24.62 cm down. So long as
we keep the table within these values, the table will print neatly on the one page. The
cells that will contain data are labelled with letters in the TABLE LAYOUT diagram.

Page Margins Table Layout
0 3 4 85 95 14 15
A
OSSR : B
: A:
Paper : 3
Edge \ 5
C D
Print //Y 24.6 29.7
Area cm «m A
: 11
13
E F
15.9cm v: 19
................................................... .
\4 G
23

A
\

210em Cell Border Positions in cm
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Page Setup

Before starting the publication the paper size and page margins need to be set.

1  Load Microsoft Word or close the current file and start a NEW BLANK DOCUMENT.

P Search (Alt+Q)

File Home  Insert ~ Draw  Design  Layout  References Mailings ~ Review  View  Help

Spacing

2 Open the LAYOUT tab of the
RIBBON, click on the SIZE icon and
set the PAPER SIZE to A4.

21¢cmx 297 cm

As
N 14.8 cm x 21 cm

Adosave @ o) B 9 B B = ocument3 - Wort £ search (Alt+Q)

File Home Insert Draw Design Layout References Mailings Review View Help

Break: = =
E [ ”—‘j . = Breaks v Indent Spacing ) . = . l‘\% [5= Align
Siz

I Line Numbers > | 3= Lef T 1= efore:
Margins| Crientatio < Eleft [0em 3= Before: (0 pt
S % bc Hypne a

Zafter. 8pt

Last Custom Setting ]
op:  35ecm  Bottom:35cm

3 Cllck on the MARGINS icon and
select the NORMAL margins.

left  35cm  Right 35cm

Left  254cm Right 2.54 cm

Narrow
Top: 1.2 27 em
left. 127 th. 27 em

Normal é—
@ Top: 254cm Bottom:254 cm

Laying out the Page

The first step in creating this type of publication is to place the cells in the required
positions in the table.

A Showing the Text Boundaries

To assist with the laying out of the page the screen will be set to a reduced view and the
text boundaries turned on so that the page margins can be seen.
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=l == = — =1

1 Open the VIEW tab of the RIBBON
and select the ONE PAGE icon so
that the whole page can be seen.

2 Click on the FILE tab and select OPTIONS.

Werd Optians ? X |

General Properties follow chart data point ™D

o documentcomtent 3 Open the ADVANCED category,

:::'mg Show background colors and images in Print Layout view SC[’O” to the SHOW DOCUMENT
Show text wrapped within the document window .

. = CONTENT section and turn on

s e e SHOW TEXT BOUNDARIES.

Customize Ribbs Fhow text boundaries]

Quick Accs Toolb:

4  Select OK to return to the page.

B Saving as a Compatible Version

Microsoft Word 365 just shows paragraph breaks instead of page margins as in earlier
versions. When carrying out publishing tasks it is advantageous to see where the page
boundaries are. This can be overcome by saving the document as an earlier Word
version. This is also useful when you want to share documents with others.

1  Click on the FILE tab and select SAVE AS.

“ v 1 » This PC » Desktop » Storage » Word Processin v D Search Word Processing

2 Access your WORD DOCUMENTS
folder.

Organize = New folder

™ This PC Name ate modified Type
33D Objects No items match your search.

B Desktop

 Documents
¥ Downloads
D Music

3 Name the file REAL ESTATE LAYOUT,
set the SAVE AS TYPE box to WORD
97 - 2003 DOCUMENT and click on

SAVE.

&= Pictures

B videos

oz
File name: | Real Estate Layout <@

Save as type: Word 97-2003 Document. ‘

Authors: Greg Bowden Tags: Add atag

[Jsave Thumbnail

o i ol oo =

19-4 © Guided Computer Tutorials 2023



Chapter

20

Mail Merging

An important feature of a word processing program is the production of personalised
letters. This is where a standard (or form) letter is individually addressed to a large
number of people. To create the letters, data about each person is entered into the
database facility of the program (or a table) then combined with a normal word
processing document. The process is called MAIL MERGING.

Creating the Database

In order to create mail merged documents you need to have a database of names or
items. Microsoft Word allows you to enter data into its database section or you can use
data created in programs like Microsoft Access or Microsoft Excel. In this case you will
enter data into Microsoft Word.

A Setting the Recipients

The Recipients are the people that will receive the letter. Their details are stored in a
database that is merged into the letter.

1 Load Microsoft Word or close the current document and start a NEW BLANK
DOCUMENT.

File Home Insert Draw  Design Layout References Mailings Review  View  Help

= = @ = | 5 2 Open the MAILINGS tab of the
SR - e RIBBON, click on the SELECT

i — RECIPIENTS icon and select TYPE A

NEW LIST.

[ use an Existing List.

R= Choose from Outlook Contacts...

© Guided Computer Tutorials 2023 20-1



Learning Microsoft Word 365, 2023

New Address List ? X

Iype recipient information in the table. Te add more entries, click New Entry.
Title_~|First .. ~[Last..._~IComp... ~|Addre.. ~|Addre. -|City__~|state_~|2IP C.._ ~|Count...~|Home... ~|Work ... ~|E-mai... =

\ 3 You will be provided with sample

fields that you can enter data into.

4 These fields can be modified to
suit your needs. Click on the
CUSTOMIZE COLUMNS button.

MNew Entry

Delete Entry Customize, Columns... oK

NOTE: i FIELD isthe term given to the sections that the data is split into.

ii The database you are about to create will have the following fields:

Title, First Name, Last Name, Street, Suburb, State, Postcode, Contribution.

B Deleting Fields

There are more fields in the provided list than those that are needed in this case, so
some will be deleted.

1 Click on COMPANY NAME in the
FIELD NAMES frame then click on
the DELETE button.

Eield Names

Title
First Mame
Last Name

Address Line 1
Address Line 2 Bename...

Microsoft Word

2 Select YES to the DELETE warning
message.

0 When you delete field 'Company Name', any information in this field will alsg

Move Down

OK Cancel
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Customize Address List ? X

Eield Names

= . 3 Repeat steps 1 and 2 to delete:

First Mame
e | — o] =
,:td:;tss Line 2 — \ Cou ntry or Region

Home Phone
Work Phone

E-mail Address

Mave Up

Move Down

oK Cancel

C Renaming Fields

Some of the remaining fields can be renamed to suit our needs.

1 Click on ADDRESS LINE 1 and click
on RENAME.

Eield Names

Title
First Name
Last Name

Address Line 2
State
ZIP Cade

Rename Field ? b4

2 Enter: Street
and click on OK.

Change field name

From: Address Line 1

Ie: Street k

OK ancel

Eield Names

3 Rename ADDRESS LINE 2 to SUBURB
and select OK.

Title Add...

First Mame
Last Name

Street E

State
ZIP Code

Bename...

Rename Field
Change field name
From: Address Line 2

To: Suburb

OK Cancel

© Guided Computer Tutorials 2023 20-3



Learning Microsoft Word 365, 2023

Eield Names

Title

First Name
Last Name
Street
Suburb
State

Rename Field
Change field name

From: ZIP Code

Jo: Postcode

Rename...

?

Cancel

4 Rename ZIP CODE to POSTCODE
and select OK.

D Adding Extra Fields

Extra fields can be added to the database. In this case a field will be needed to store the
contributions made to a hospital charity.

Eield Names
Title

First Name
Last Name
Street
Suburb
State

Add Field

Type a name for your

Contribution

Cancel

Delete

Bename...

1 Click on the ADD button, enter:

Contribution
in the ADD FIELD box and select OK.

oK Cancel
Customize Address Lst rox 2 The position of the new field can be
e » changed. Ifitis not at the bottom
LastName o of the list, click on the MOVE DOWN
S button to move it there.
State Eename...
Move Up
Moe Down 3 Click on OK to complete the field
o adjustments.
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Mailing Labels and Envelopes

Some other applications of mail merging are the creation of mailing labels, where
addresses are printed on labels which are then stuck on envelopes, and the printing of
addresses directly onto envelopes

Creating Mailing Labels

There are numerous different types of mailing labels that can be produced. This section
will show how to create 3 column labels. If you have different labels, you can replace the
settings provided for those labels.

A Setting the Mailing Labels Document

The program needs to be told the type of mail merging that will be conducted. In this
case it will be LABELS.

1 Load Microsoft Word or close current document and start a NEW BLANK
DOCUMENT.

AutoSave (@ off) ) B =

File Home Insert  Draw  Design  Layout References  Mailings  Review  View  Help

= B B B

Envelopes Labels Start Mail Select
Merge ~

o 2 Open the MAILINGS tab of the
S RIBBON, click on the START MAIL
B birec? MERGE icon and select LABELS.
fH Normal Word Document

R Step-by-Step Mail Merge Wizard...
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B Entering the Label Options

The program needs to know the type of labels you will printing to. In this case Avery

labels will be used. If you are printing to a different brand, you can substitute your
labels for the one used here.

Label Optians ?

S 1 Inthe LABEL VENDORS box select

_— AVERY A4/A5 then select L7160 in
the PRODUCT NUMBER list.

(O Continucus-feed printers

(®) Page printers Iray: Default tray (Automatically Select)
Label information

Label vendors:  Avery A4/A5

Product nymber: Label information 2 The dimensions of the |abe|s
L7159QP A Type: Address Lal .
e e — are listed next to the PRODUCT
LeecL Width: 6.35cm
drer ST e |_—"| NUMBERIist. Select OK to accept
L7161GU ¥ .
the settings.
Details... New Label... Delete oK Cancel

NOTE: You need to find the name of the labels you are using. If the name is

not listed, click on each label type in the PRODUCT NUMBER box until
you find the measurements of your labels which are shown in the
LABEL INFORMATION frame.

3 Save the document in your WORD PROCESSING folder as:

Mailing Labels

C Setting the Data Source

The program needs to know where the data for the labels is stored. In this case the

CONTRIBUTIONS?2 file from the CHAPTER 20 folder of the WORD 2023 SUPPORT FILES
will be used.

P Search (AltsQ)

File Home Insert Draw  Design Layout References

_ _ ailng: 1 Click on the SELECT RECIPIENTS icon
M B R E

Mailings  Review  View Help  Table

Envelopes Labels | Start Mail| Select

in the MAILINGS tab and select USE
AN EXISTING LIST.

Merge ~ |Recipients ¥
B Type 2 Mew List..

[E] Use an Existing List...

RE (Choose from Outlook Contacts...
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Using Equations

Another of Microsoft Word’s built-in features allows you to insert fractions, mathematical
formulas and equations, chemical equations, etc. into documents. It automatically does
most of the formatting for you when you enter an equation. For example, variables are
formatted in italics, it applies superscript format and it adjusts the spacing between

elements in an equation.

1 Load Microsoft Word or close the current file and start a NEW BLANK DOCUMENT.

P search (Alt+Q)

© Comments < Share

Models v

File e Insert Layout Refi ilings Review View Help
N [ L r S T [/ signature Li v
BO = H Boon |3 @ [ B0 (B D B q Az Bowemin - 7T ()
- Date & Time
Cover Blank Page | Table | P Shapes lcons 3D  SmartArt Chart Screenshot Online | Link Bookmark Cross- | Comment t | Header Footer Page Text Quick WordArt el Equation symbol
e Breal v reference - Number~ | Boxv Parsv v B] object ~

LLLLL Symbols ~

Insert an Equation (Alt+=)

Add con

T

2 Open the INSERT tab of the RIBBON
and click on the EQUATION icon.

3 The EQUATION box is added to the document and the EQUATION tab is opened in
the RIBBON.

Creating a Simple Fraction

£ Search (Alt+Q)

Document? - Word

AutoSave (@ of) Dkl L) = =

Stadl

ed Frac

i

File  Home Inset Draw  Design  Layout References  Mailings  Review View Help  Equation
B, | o~ | [5][=][] a[n CIFEEERFEENL (e ® . & O se
V4 Ink Equatio 3 :1:>< CDTM E E E E = Fraf:"(iun '1ip| Radv\ca\ Inle"gra\ UPL;E; } Brafkel Fun:l\on Atcvenl Li
Tox Conversians [ Symbols Fraction
ts2vtnley 1 ’ 3 3 4 3 L] 7 8 9 10

2 Type equation here.

Common Fraction

1 Click on the FRACTION icon in the
EQUATION Ttab and select the first
fraction (the Stacked Fraction).
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AutoSave (®_off) )~ = 7 - Wor P Search (Alt+Q)
File Home Insert Draw Design Layout References Mailings Review View Help Equation

TT Equation ~ / Unicode | 5% . - .
_ e | =[] (=] C L
2 ink Equation | {} LaTex - ~
2 Do, Hﬂ@l EIIIEEIIII 2 Clickin the top box
oo (called a slot) of the
R e fraction and enter 3.

L ez

\l 3 Click in the lower slot
and enter 4.

NOTE: Each equation provides you with boxes that are called SLOTS. You
enter values, labels or symbols into the slots to complete the equation.

AutoSave (@ off) D) b = = Document? - Word P Search (Alt+Q)

File Home Insert Draw Design Layout References Mailings Review View Help Equation

Tepsr- | IR o | (2] (o] (=)o) )] ) D D D B E B EIE EI S Semi b o md
[d Ink Equation LaTeX
Cnr:vert - - - - . H ﬂ . . . E E ! ﬂ H . . . . . Fraction Smpt Radical \nte\‘gral OP::;;‘;; Brafkel Function Accent

ab Text
Structures

Tools Conversions ~ Symbols

L (-0 I O 1 2 3 4 5 6 7 8 9 10 1 12 13 ] 15 16 EIZ 18 19

4 Click on the EQUATION
: ;;I OPTIONS arrow to the

: T bottom right of the
€ brofesions equation and options

i to save or change the
equation are provided.

£" All - Professional

€ All - Linear

Change to Infine

Justification >
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Useful Features

This chapter will demonstrate some extra features that Microsoft Word offers. These
include Outlining, using the Navigation Pane, setting Watermarks, Built-in Themes, setting
passwords, editing PDF documents, using the Draw tab and using prepared Templates.

Outlining

When working with large documents it is very handy to collapse sections of text so that
just the headings or sub-heading are displayed. This can be achieved if the text has
been set to styles. It also allows for whole sections of text to be easily moved within the
document without the need to use cut and paste.

A Loading the Sample File

1  Load Microsoft Word and select OPEN or close the current file, click on the FILE tab
and select OPEN.

2 Access the CHAPTER 23 folder within the WORD 2023 SUPPORT FILES and open the
OUTLINE document as a READ ONLY file.

3 Click on the FILE tab and select SAVE AS. Browse to your WORD PROCESSING folder
and save the document as:
Outline

B Looking at the Styles

s e ==t w1 Read through the document to
* | familiarise yourself with it. There are
three styles used in the document.
The main heading was set to the
HEADING 1 style, the sub-headings
to the HEADING 2 style and the
paragraphs to the BODY TEXT style.

Entry inte Britain
Getting @ tourist visa into Britain is not a problem for Australians, so long as they don't intend to stay
longer than 6 months, the maximum time allowed for touris

Vaccinations
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Saved to this P search (Alt+Q)

File  Home Insert Draw  Design Layout References  Mailings  Review  View  Help
- = = a
Eﬁ _ Times New Rome |20 v A" A" Aa~ Ao CEEZ0T e AaBb AaBbCe ABbCel saBbCe rasbeeo AA DB Aapboer |
Paste ) 5 readre |1 Heading 2 1 . )
I U~vab x x ~ £ A oomm Emphasis |1 Heading 1| 1 Heading 2 Normal Strong Subtitle Title No Spac.
v < Format Painter = 2 A - 2=
Clipboard 5 Fant = Paragraph 7] Styles
._ $oieaaiin R A T,
- .
displayed.
- Nothing can ever #7 the thrill of your first visi
numerous Ui Dut it is never quite the same as (I
- 4 Entry into Britain
FGetting a tourist visa into Britain is not a problem for Australians, so long as they donftintend to stay
. longer than 6 moaths, the maximun time allowed for tourists.
< Vaccinations
R WVaceinations are not required unless you travel to Britain through countries that insist on them such as
Kampuchea. If you are planning a stop over in South East Asia along the way. it is advisable to have
cholera and typhoid vaccinations.

C Collapsing Sections

You can easily collapse (or hide) sections of text.

Outline - Read-Only + Saved to this £ search (Alt+Q)

File  Home Inset Draw  Design  Layout  References  Mailings  Review  View  Help

. A
ﬁn:l Times New Roma v[20 | A A" Aav Ap 2 quseer AaBh AaBbCe AsBLCE AaBbCa Assbeco AA B aasbed
Paste 7 |y Heading 2 11 ; .
I U~vas x X v & A- 0. Emphasis |1 Heading 1/ 1 Heading 2 Normal Strong Subtitle Title No Spac..
v < Format Painter = o XA = A
Clipboard 5] Font ] ] Styles
5 Dol 0201300 R T R R R S N O R S TSI TR IR T O PR S T

1 Click on the marker next to ENTRY
TO BRITAIN and its paragraph is
collapsed.

can ever m:
numerous tin

o thrill of your first vi
%01t is never quite the same as|

- Dhbn{ry into Britain

o Vaccinations

Vaceinations are not required unless you travel to Britain through countries that insist on them such as
Kampuchea. If you are planning a stop over in South East Asia along the way, it is advisable to have
cholera and typhoid vaccinations.

Outline - Read-Only » Saved to this P Search (Alt+Q)

File  Home Insert Draw Design  layout References  Mailings  Review View  Help

AT = A - ., ", “
ﬁj Times New Rome 20« A A" Aav Ap | § 2 yusscer AaBh AaBbCe AsBbCeL AaBbCa assbeeo AA B Askbce
Paste : == o 111 Heading 2 1 . .

I Uva x x v 2 A= - Emphasis |1 Heading 1| 1 Heading 2 1 Normal Strong Subtitle Title No Spac.
' <Frormat paintar u . X A A- I =H
Cipboard 5 Font 5 Poragraph 5 s
L 3:1:2 111 1 2 3 4 5 [ 7 g 9 10 1 12 13 14 A5. 1 16 3 17

: 2 Try collapsing the paragraphs for
the other sub-headings.

- YOUR B¥ZST TR

Nothing can ever p
numerous time;

‘a the thrill of your first visit to Britain. You can go back to Britain
it is never quite the same as that first visit

%) into Britain
i » Vaccinations
» The Flight

» Credit Cards
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NOTE: The right-facing triangle markers next to each sub-heading indicate
that there is hidden text associated with that sub-heading.

AutoSave (@ on) [ - s Outline - Read-Only + Saved to this PC v £ Search (Alt+Q)

File Home Insert Draw Design Layout References Mailings Review View Help

= . A A hee B |iEviEy T = =8l

LI Times New Rome v 20 ~ av |fo [ 1=~ =~ Ty | E X7 1azbCel AaBD AaBbCe AaBbCl AaBbCel Asebcen A B AsBbea
Paste s A ﬂ I U-ax x¥x A2 A gEE == & Emphasis_|1 Heading 1/1 Heading 21 Mormal ___Strong Subtitle Title 1 Mo Spac

e R “. .| 3 Click on the marker next to the
ENTRY INTO BRITAIN sub-heading
and its collapsed text will be
expanded.

- 4 Entry into Britain

Getting a tourist visa into Britain is not a problem for Australians, so long as they don't intend to stay
longer than 6 months, the maximum time allowed for tourists.

¥ Vaccinations

v The Flight

» Credir Cards

File ﬂ Insert Draw Design Layout References Mailings Review View Help .

[ & e A n === ==x ¢ .4 Clickon the marker to the left of
" Sromar BT U@k X A- 2o A SE===- 2020 oog - the main heading and the whole
S e R : document is collapsed.

- » YOUR FIRST TRIP TO BRITAIN

5 Click on the MAIN HEADING marker again to expand the document.
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Autosve (8 o) 2 - L= = Outline - Reac-Only - Saved to ths PC v £ Sy

File Home Insert Draw  Design  Layout References Mailings ~ Review  View  Help

i - A ==L e = =2 . . ) . )
rjq] Times New Rome |20 v A" A" Az~ Ao | I= | e EE 2L T aasscer AaBb AaBbCc AaBbeel AaBbCa asseeo A A DB ambeer
Paste I 2 = 1T . dina T ding P ' -
B/ I U- X, X - 2 A = v B Emphasis |1 Heading 1|1 Heading 2 1 Normal Stron Subtitle Title No Spac...
v < Format Painter Bl7ru-®xxA - B & 2 9 g "
Clipboard 11 Font. & Paragraph & Styles
5 3002000100 1 2 3 4 5 6 7 8 9 10 1 12 13 14 151 16 70

- YOUR [F[RST TRIP TO BRITAIN

Nothing can ever match the thrill of your first visit to Britain. You can go back to Britain
numerous times, but it is never quite the same as that first visit.

. by o Briin |6 Expand all the text for the sub-
etting a tourist visa into Britain is not a pi
n longer than 6 months, the maxi

headings.

° L
Vaccinations
- Vaceinations are
Kampuchea. I
ations
fis Australia to Britain is one of the longest in the world, over 23 hours depending on
L 2 you take. British Airways' one stop flight takes 23 hours and 15 minutes - the flight leaves

Sydngfn the early aftemoon and stops only once on the way to London.

Credit Cards

If you intend to rely on credit cards abroad you should never only take one kind - this gives you double
the chance of having a card aceepted. I you use traveler's cheques, always change them in banks
a rather that at hotels where you will receive much less for them.

The Navigation Pane

If you have used styles in your document, the NAVIGATION PANE can be used to quickly
navigate to headings or pages, and to move sections of text around the document.

Autosave @ o) [F] 9 - De = Outline - Read-Only « Saved to this PC v £ Search (Alt+Q)

Fle  Home Inset Draw Design Layout References  Mailings  Review  View _ Help

En Eloutine ‘[ IE <] Ruler O\ D N 1
D = pran —- D < | [ Gridlines EElMultiple P
Read | Print | Web Focus Immersive Vertical| Side o Zoom 100% rré e n e a o e
M ] Navigation P: 1 page Width
ode |Layout| Layout Reader to Side | [¥] Navigation Pane «- Page
Views immersive Page Movement Show

and turn on the NAVIGATION PANE

Navigation - o= L=
18 check box.

4 YOUR FIRST TRIP TO BRIT

Entry into Britain
Vaccinations
The Flight

Credit Cards

YOUR FIRST TRIP TO BRITAIN

Nothing can ever mat
numerous times, but i

2 The 5 headings that were set to
styles are listed in the HEADINGS
section of the NAVIGATION PANE.

Getting a tourist ¥
longer than 6 months, th

The paragraph that the cursor is in will be highlighted in the

Navigation Pane.
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Word Greg Bowden @ R N = R

New

2 Select the APOTHECARY
NEWSLETTER from the sample
templates.

Blank document

Search for online templates jel

Apothecary news!
Adjacency letter Adjaceney report Adjacency resume Apothecary letter pothecary

Document11 - Word P search (Alt+Q) Greg Bowden
Fle  Home Insert Draw Design Llayout References  Mailings  Review View  Help
X o o == PFind ~
ﬁ] Book Antiqua (He ~[ 16 ~| A" A" Aav Ao v =32 2L T acssced AABBC AaBbCe | AABB( AaBbCe £ AL AABRC AdBocep | & rem
) episce
P"j'g P B I U-+va x, X Av £ A El = = oW 9 Normal 1 Personal... ¥ StorySu.. No Spacing | Heading 1 | Heading 2 Title Subtite  Subtle Em... [< b[ sisct- |
Clipboard & Font ] Paragraph 1 . .
5 T L zia A s s s
3 The newsletter is opened with all
- the columns, text boxes, text wraps
0
and shadings set for you.
. [NEWSLETTER
B [TYPE THE COMPANY NAME]
BSTORY TITLE [TYPE YOUR
B ry Subtifl : SIDEBAR TITLE]
Most controls offer a choice of To change the overall look of
. [On the Insert tab,
using the look from the current your document, choose new B
theme or using a format that you  Theme elements on the Page e e lratiet
B specify directly. Layout tab. To change the looks ftems that are
- ©On the Insert tab, the galleries available in the Quick Style designed to
include items that are designed gallery, use the Change Current B T
- to coordinate with the overall Quityges!
look of your document. You can the Th 4 AI I d d M I h
E use tnese galleres o nsert fabies,  Quick Syles you nee todoisre place the text
headers, .
: e | masouomessowo avo and make any adjustments that you
cover pages,
o DISTINCTIVE. THE GALLERIES
and other .
- document INCLUDE ITEMS THAT ARE mlg ht Wa nt to.
building DESIGNED TO COORDINATE
= plocks. WNeN |y ITH THE OVERALL LOOK OF | ©™
you create original 2
9 pictures, YOUR DOCUMENT] contfained charts, or diagrams,

5 Look at some of the other templates if you wish to.
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The Tell Me Box

Microsoft Word is a complicated piece of software and it is easy to forget where

commands are in the RIBBON. The TELL ME box can be used to quickly open specific
sections of the program.

i 1 Click in the TELL ME box above the
o RIBBON and enter:

Baok Antiqua (He ~ 16 ~ A" A" Aav A

Header

ezi X BIUvabxx Av 2+ A~
= ormat Painter

Apothecary Intense

Find in Document

E “header
A3 results

. oderate
£ More search results for “header
[INCVVOLC I ICIN TIILD]

[TYPE THE COMPANY |

T J 2 Click on ADD A HEADER option and

a list of HEADER options is provided.

Most contrals offer a choice of

3 Try entering some other searches in the TELL ME box.

NOTE: There is no Assignment for this chapter. You might like to complete the
sample Project provided in the next chapter (This is only available in
the Multi-user version).
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