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Introduction to Microsoft Word

Chapter

Microsoft Word 2010 is a powerful word processing program that allows you to enter text,
make changes to it, format it, record and print it. You can use it to produce professional
business letters, reports, job applications, personal resumes, curriculum vitae, essays,

class projects, etc.

Getting Started

1 Load Microsoft Word 2010 and you will receive the word processor screen.

2 Look at the labelled Microsoft Word screen below and refer to it until you are

familiar with all the components.

Home

Format Painter

Documentl - Microsoft Werd

A
T AaBbCeDc
v B T Mormal

Mailings Review View

w-A-|[B===(i= 5

Paragraph

AaBbCcDe AaBbCi AaBbCc Aa]j . %

T No Spaci.. Heading1 Heading 2

Styles

&4 Find -

2.c Replace

g Select v
Editing

o B o=

> @

Quick Access Toolbar

Insertion Point

or Cursor

Status Bar

v &1

Zoom Contr

—~

ols
L] {+)

4«0 n 4

Page:1ofl | Words: 0 | English (U5 |

l View Buttons ?
[Elea
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The Microsoft Word Screen

The Microsoft Word 2010 screen is quite different to other programs.

A The Backstage View

Wdo ol e 1 Click on the FILE tab at the top
?ﬁb* — e e left of the screen. This opens the
e taabon Diconcenil BACKSTAGE VIEW with icons to save,
o B | o copn sttt open, print and close documents, as
EE - well as tools for completed files.
ecet Praperties =
New - Prepare for Sharing _ _ » )
- R e 2 The OPTIONS button has tools for
Issues

controlling how Microsoft Word
operates and the EXIT button is used
to close the program.

Save & Send

Versions

Help
_— PRere are no previg

] Options ( .
3 Bt _gmmmnreTOn: ©

3 Click outside the FILE tab again to return to the normal Word screen.

B The Quick Access Toolbar

The QUICK ACCESS TOOLBAR is above the RIBBON. It has buttons to save or undo steps.
You can add common command buttons to it.

W =
Home Customiz ik Access Toolbar Ences Mailings
L Mew

A Aam | B e

o B Com | S Click on the arrow at the right of the
Ty eoma T e ~ QUICK ACCESS TOOLBAR and a list of
ft":twd - > command buttons will be displayed.
SRR Select buttons that you may need, for
V] undo / example, the NEW and OPEN buttons.
v | Redo
Draw Table

Open Recent File

More Commands...

Show Below the Ribbon
|
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C 'The Ribbon

The RIBBON across the top of the screen contains most of the Word commandsin a
variety of command TABS.

(1 When you first load Microsoft Word

(W DEI= Documentl - Microsoft Word
F\I: H-:lmm o X

_ —IT the HOME tab of the RIBBON is open.
P eomatranie B £ Uk % A% A- B It is broken up into GROUPS.

Clipboard Font

2 Click on each command TAB in turn to see what groups of commands they contain.

Home Tab: Contains the most common commands for formatting and
editing text.

Insert Tab: Contains commands for adding items to documents, for
example, pages, breaks, graphics, headers and footers, etc.

Page Layout Tab: Contains tools that control how pages look on the screen or
when printed. These include margins, columns, paper size, etc.

References Tab: Contains tools for highlighting or referring to sections of
a document. These include footnotes, table of contents,

bibliographies, etc,

Mailings Tab: Contains tools to carry out mail-merging of data into letters,
envelopes or labels.

Review Tab: Contains tools for checking documents. These include spell
checking and thesaurus.

View Tab: Contains tools to view documents on screen. These include
zoom and document view commands.

NOTE: Other tabs are added to the RIBBON when you select or add
items to a document.

© Guided Computer Tutorials 2011 1-3
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(W]l Q&= Documentl - Microsoft Word o B =

3 Click on the HOME tab of the
RIBBON then double click on it. The
RIBBON is collapsed providing you
with more screen space.

Home _Insert  Pagelayout  References  Mailings  Review  View  Adddns

4 Double click on a TAB and the RIBBON is expanded.

NOTE: If you click once on a tab of a collapsed RIBBON, the RIBBON
will open until a command is selected then collapse again. You

might like to try this.

5 There are more commands in the RIBBON than those displayed as icons.

p
Wdo o0~ 6 Click on the arrow at the right of the
ome e mpae e FONT group label in the RIBBON.
s Calibri (Body) ~ 11 ~ A" A" Aav | 2
faste :;F-u.m.tham(Er B U sbep . X “#-A- T T St + | s setect
4 ‘ . , i .
Font Elg‘ =
Font | Advanced (
( . .
3 7 The FONT dialogue box is opened
Bold
HRte | | ‘&\ providing more detailed FONT
Font colar: Underline style: ° Q
ErTER | CTEEE commands than those displayed in
e e S the FONT group.
[[] Double strikethraugh [ all caps
[ Sugerseript [ Hidden
[1 Subscript
+Body (
This is the body theme Font, Thecurrentdncumer\tthemedaﬁr\aswhichfnntww\\hausad.‘ 8 SeIeCt CANCEL to return to the
document.
|

9 Look at the dialogue boxes available from the arrows next to the other group labels
in the HOME tab of the RIBBON.
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Aligning Text

Microsoft Word allows you to do far more detailed formatting than just changing fonts,
font sizes and styles. For example, you can change the line spacing, the justification of
text and set tab stops. The PARAGRAPH group in the HOME tab of the RIBBON and the
Ruler at the top of the screen are used to carry out the required formats.

Loading a Prepared Document

Sample documents have been prepared for you to save you the time of simply typing in
text. You need to load these documents from the WORD 2010 SUPPORT FILES folder.

1 Close any open documents. (If you are starting a new session, load Microsoft Word.)

2 Click on the FILE tab and click on the OPEN icon.

Laok in: |@ ‘“Whard 2010 Support Files -

Trusked 7| Chapter 2
=

Templates |75 chapter 3
s My Recent | |25 Chapter ¢
Documents hi'l Chapter 5

3 Set the LOOK IN box to the WORD
2010 SUPPORT FILES folder and
open the CHAPTER 2 folder.

S G o (4 Select the CHAPTER 2 file and click
s | (BT — elect the & andcic l
2 Templates on OPEN to open the file.
5 My Recent
L-:)Dcn:uments

Microsoft Word

5 Select YES to open the file as a READ
ONLY file.

\__‘.r/ Chapter 2 should be opened as read-only unless chapgoades e o be saved. Ope

[ Mo ] ’Cancel ] ’ Help ]

NOTE: By opening the file as a READ-ONLY file you will not be able to

save any changes to the file. You will be able to save it under a
different file name.

© Guided Computer Tutorials 2011 2-1



Learning Microsoft Word 2010

Line Spacing

The document has two copies of the paragraph that you entered in Chapter 1. Let’s
change the amount of space between the lines of text.

1 Atthe moment the cursor is at the beginning of the first paragraph.

IE ™| OOE- Chapter 2 [Read-Only] [Compatibility Mode] - M 2 Click On the LINE SPACING icon in the

‘ L’i“?mﬂ InsertT F:QE :yuut . REfE::i\(ESV :awllﬂg:ﬂ ~iEIrIEVl\l :fle Add-Ins PARAG RAPH group of the HOME tab
_" o . imes New Rom = - e MR IRERE SR
Pafte V}Format Painter BTl TR shegx i A' g Of the RIBBON‘
Clipboard u Font
A word procest dowd | | 3 Select 1.5 from the drop down
word processing program allows Line Spacing ONjo

list and the line spacing will be
increased to one and a half lines.

Microsoft Word has many powerfu &= Add Space Befoy

over the appearance of your, d Space After Par

tvpestyles. use columns or add graphics. just to mention

A word processing program allows vou to use a COMpPUter to enter text.
Microsaft Word has many powerful features that give vou enormous control
over the appearance of vour documents. You can print the text in a variety of
tvpestvles, use columns or add graphics, just to mention a few possibilities.

Wid9-00E- Chapter 2 [Read-Only] [Compatibility Mode] -

Home Insert Page Layout References Mailings Review View Add-Ins 4 CIiCk On the LINE SPACING icon again
C ! and select 2.0 to increase the space
between the lines to double spacing.

= Times NewRom = 12~ A™ A7 | Aa~ | By Z - 1= - %Z- | IE £

Paste B 7 U -ahe x, X WA

- Format Painter
Clipboard . Font

20
25 %

30

A word processing program allows Line Spacing Options.. er text.

Add Space Before Paragraph

Microsaft Word has many powerfu Lous control

I 1=

Add Space After Paragraph
over the appearance of vour documents. You can print the textin a variety of

tyvpestyvles. use columns or add graphiqgust to mention a few possibilities.

A word processing program allows you touse &

( . .
Microsaft Word has many powerful features that gi\'putc 5 JU St the I Ine s paC | ng Of the ﬁ rSt
over the appearance of vour documents. You can print 1 . .
paragraph is set to a double line.

typestyles, use columns or add graphics, just to mention

NOTE: Only the first paragraph is changed as the cursor was in that
paragraph. If you wanted the spacing of both paragraphs
altered both paragraphs would need to be selected.
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Aligning Text 2

6  The LINE SPACING can also be changed using the PARAGRAPH dialogue box.

(7 Click on the LINE SPACING icon again

IEf HY-0DE|- Chapter 2 [Read-Only] [Compatibility Mode] -

Home | Insert  Pagelayout  References Mailings Review  View  AddIns d | Ll N E SPACI NG OPTIONS
= and select 0
= g Tmes NewRom - |12+ AT o' | Aa- | B iZ- i - g s 4

. £y = = = oy
e i B 7 U -ahe x X w-A-EE==|E Subtitle | _
- Format Painter =5 d
Clipboard ‘ Font ] Parag|
!A word processing program allows Line Spacing Options... er text.
+
= AddSpace Before%ra raph
Microsoft Word has many powerfu = L 9%P1 Lous control
= Add Space After Paragraph
over the appearance of your documents. You can print the text in a variety of

| Paragraph El E|

Indents and Spacing | Line and Page Breaks

General
e e (8 The PARAGRAPH dialogue box is

opened. Set the LINE SPACING box
‘Ld&“ — N to MULTIPLE then click once on the

. e : ' UP ARROW next to the AT box to set
the spacing to 3.5 LINES.

Right: 1 24 cmi_ (none) |

(%3

[ tirror indents

Spacing
Before: U pt : C Line spacing: K
After: [opt 3 [Multiple vl 35 2]

[ con't add space between paragraphs of the same style

Prewview

9 Select OK and the spacing of the first
paragraph will be increased to 3.5
lines.

-~

NOTE: i LINE SPACINGS are changed by increments of 0.5 lines each
time you click on the UP or DOWN arrows next to the AT box.

You can also display the PARAGRAPH dialogue box by
clicking on the arrow at the right of the PARAGRAPH group

label in the HOME tab of the RIBBON.
—
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WH92-00E -

Home Insert Page Layout
J e Times Mew Rom + 12
B3 cop
Paste -
R o i e e ke

Clipboard Fo

. X

Chapter 2 [Read-Only] [Compatibility Mode] - Microsoft Word

References Mailings Review View Add-Ins

i=

A A

Aav | B IS i= - toe | &

1S tamsceD: AaBbC | ABbCCDe | AaBMCDd AaEhCc
. . IT.

10 Set the LINE SPACING back to a

nt

SINGLE line by setting the LINE
SPACING icon to 1.0.

e text.
Lous control
n a variety of
Add Space After Paragraph  hssibilities.

A word processing progy;
Microsaft Word has mafly powerfu
over the appearance of your docun
tvpestvles. use columns or add graj

Line Spacing Options...

Add Space Before Paragraph

I W=

¥

A word processing program allows vou to use a computer to enter text.

NOTE:

To change the LINE SPACING of more than one paragraph at a

time, highlight the paragraphs first.

Justifying Text

Text is normally justified to the left when you first load a Microsoft Word document. This
means that only the left margin is straight. There are three other justifications that can

be used:

Right:
Centre:
Justified:

where only the right side is straight.
where each line is centred - this is commonly used for headings.
where both the left and right margins are straight.

Wd9-00E-

Home Insert Page Layout References Mailings Review View Add-Ins
=LA = At A .| Emo
= Times New Rom + |12 | A" A" | A2~ [ % | & T || 4aBscede AaBbC: | AzBbCeDe | AsBbCeDd 4aBbCe
53 Copy -
Paste - J aby - - =R
e J Eotmat Painter B Ir U abe X, X b7 é B Emphasis Heading 1 1 Mormal Strong Subtitle |~
Clipboard Font Styles

Chapter 2 [Read-Only] [Compatibility Mode] - Microsoft Word

Align Text L

eft gl +L)
Align text to the left

!A word processing program allows vou to use a comput]
Microsgft Word has many powerful features that give v
over the appearance of vour documents. You can print
typestyles. use columns or add graphics, just to mention

Notice that presently the ALIGN TEXT
LEFT icon is highlighted in the HOME
tab of the RIBBON.

A word processing program allows vou to use a COmputer to enter text.
Microsgft Word has many powerful features that give you enormous control
over the appearance of vour documents. You can print the textin a variety of
typestyles. use columns or add graphics, Just to mention a few possibilities.

2-4
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Chapter

Spell Checking Documents

Microsoft Word has its own dictionary which can used to check the spelling of any
document that you enter. Using the spell checker utility is particularly useful in the
proofreading process. The utility will help you correct the spelling of words by providing
you with a list of words spelt similarly from the dictionary.

When you enter a word that is not in the Microsoft Word dictionary it is underlined with a
‘wavy’red line. A'wavy’green line is used to highlight any phrases that should have their
grammar checked.

NOTE: i There are times when words are spelt correctly but are not
in the program’s dictionary, for example, names of places or
people. In these instances you simply tell the program to
IGNORE the word if it is spelt correctly, or enter the correction
yourself if the spelling is not correct.

ii There are other occasions when a typing error is made but
the word that results is actually a word itself. For example,
world/word, the/then, glass/gloss, etc. In this instance the
dictionary will not pick up the mistake; therefore, careful
proofreading of a document is always necessary after

running a spell check.
—

Loading a File Containing Spelling Mistakes

A document with numerous spelling mistakes has been prepared for you. It needs to be
loaded from the WORD 2010 SUPPORT FILES.

1 Load Microsoft Word or close the current file, click on the FILE tab and select OPEN
(or click on the OPEN icon in the QUICK ACCESS TOOLBAR).

2 Access the WORD 2010 SUPPORT FILES (refer to page 2-1 if you have forgotten how
to do this).

3 Double click on the CHAPTER 3 folder to open that folder, then double click on the
MISTAKES file to load the file.

4  Select YES to open the file as a READ ONLY document.
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Checking the Spelling of the Document

W = O 0E= Mistakes [Read-Only] [Compatibility Made] - Microsoft Word o @ R
Home Tnsert Page Layout Referances Mailings Review View Add-Ins & Q
oy Cut ( . . .
LI LK 1 Notice that possible spelling errors have
o T | L EANALAL A . .
been underlined in red.
= 2 1 E 1 2 3 .4“'51[{‘7"‘ C
A word procesing program allows yu fo use a computerto enter text. Microsoft
Word has many powerfull fetures that give yu enormus power over the
appearence of your documents. You can print in a variety of type styles and
sizes, use colums oradd graphics, justto mention a few posibiles
@‘ = - D&EI= Mistakes [Read-Only] [Compatibility Mode] - Microsoft Word = @ XE]
Home Tnsert Page Layout Referances Mailings Review View Add-Ins e
Wl B % ¥ mwmtat =rf 2 Open the REVIEW tab of the RIBBON and
o e R T e i = select the SPELLING AND GRAMMAR icon
Proofing Language C nts
= e — (you can also press the F7 key).

Spelling and Grammar: English (U.5.)

Mot in Dictionary:

fetures that give yu enormus power over the
ts. You can pri

gstomel 3 The first misspelled word is highlighted

|

and displayed in red in the SPELLING AND

Suggestions:
rocessing

Dictianary language: | Engiish (LN |

Check grammar

A word procesing OWSs yu to [ Ignore Once
use a computer fo enter text E

Add to Dictionary
v

GRAMMAR dialogue box.

4 Suggested words are provided in the
SUGGESTIONS frame. In the case of
‘procesing’ the program has found the
correct word, so click on the CHANGE
button and the correct spelling of the
word will be inserted in the passage.

3-2
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Spell Checking Documents 3

W] & O~
Home  Insert Page Layout  References Mailings Review | View  Addns
ABC . ABC o - . . SNy
m | % §F mEmtata B i
il | Tenmate S ew  Delete Previous MNext Track ,
- Comment Changes - 2| Reviewing Pane
Proofing Language Comments Tracking

ibility Mode] - Microsoft

:EI231

(5 The next misspelt word is
highlighted. ‘Yu'has been

Word has many
appearence of your documents. You can print in a varief]
sizes, use colums oradd graphics, justto mention a few

Spelling and Grammar: English (L.5.) E‘El
Mat in Dictionary:

- A word processing program allowsyuto & Ignore Once

- use a computer fo enter fext
: .

o Suggestions:

AutoCorrect

Dictianary language: |Englsh (L.5.)

Check grammar

4 | (o]

fetures that give yu'gnormus p

mistyped. This has occurred twice
in the passage. When this word is
corrected the second occurrence can
also be updated.

6 YOU has been correctly highlighted
in the SUGGESTIONS frame. Click on
CHANGE ALL and all occurrences of

the misspelt word will be updated.

NOTE: i
comes to it.

The second ‘yu’ will not be changed until the spell checker

If you think that you may have misspelt or mistyped the same
word in a passage, use CHANGE ALL instead of CHANGE.

wl| Q&= oft - B %
Home nsert Page Layout References Mailings Review View Add-Ins a @
ABQ E ABC | % = = > b, 22 Final - 0 o N X
m Y F EaEww e i - - —
oot unguae_ree onee mes e | e 20000 g 7 ‘poOwerfull’ should be highlighted.
Proofing Language Camments r;
o
EJ |3"‘2‘“1"‘6"‘1""2".'3"‘.4“'5“"5‘“7"ll"‘ ERCIEN VRN S O U K

Spelling and Grammar: English (L.5.)

Mik in Dickionary:

Microsoft Word has many powerfull
fetures that give yu enormus power over
the appearence of your documents

Ignore Once
o Suggestions:

o Change

= powerfully

~ power full Change &l

:

Dictianary language: |Englsh (L.5.)

Check grammar

=0 =
A |

[ A word processing prouse a computerto entertext. Microsoft M
powerfull fe

g1 You can print in a variety of type styles and
sizes, use colums org# graphics, justto mention a few posibiles.

8 Change it to ‘powerful. '
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(w]| A&+ Mistakes [Read-Only] [Compatibility Made] - Microsoft Word o @ R
Home  Inset  Pagelsyout  References  Mailings | Review | View  AddIns @
ABC C g% = = 5 =By 93 Final - . s &3 Previgy: 2 -
v 123 | % %‘ Gl 4 ;2’ _;:_m:a " ; p
ors |t nguage e onte o e | a2 n0 00 1O “fetures’ should be the next word
Froofing Language Comments Tracking . .
B T highlighted.

Word has map efures
appearce#®of your documents. You can print in a variety of type styles and
) use colums oradd graphics, justto mention a few posibiles

Spelling and Grammar;: Fr_ush (U.5.)

Mik in Dickinnarg

ET Micue®T Word has many powerful [ Ignore Once

fetures that give yu enormus powerover =
the appearence of your documents.

= Add to Dictionary
= v

p Suggestions:

7z
=1
&

Change al
= Future's

Feature’s

10 ‘fetures’should be spelt ‘features’
which should be highlighted in
the SUGGESTIONS box, so select

CHANGE.

Dictianary language: | Englsh (L.5.) v

Check grammar

N [
= |

11 Change‘enormus’to‘enormous.
12 Change‘appearence’to ‘appearance.

13 Change ‘coluns’to ‘columns.

Manually Changing Words

There are times when the dictionary cannot suggest any words. ‘POSIBILIES’is an
example of this. In this case you need to enter the word manually.

(w]| A&+ Mistakes [Read-Only] [Compatibility Made] - Microsoft Word o @ R 1
Home  Inset  Pagelsyout  References  Mailings | Review | View  AddIns ( 1 ’
proe T My == 1 ‘POSIBILIES’ does not have any
- 3| | Y ﬁ’ ~d ¢d 4 ;2’ S e i .
e e s e e oA correct suggestions from the
@ roofing — a:guag‘eﬁ. 1 2 -:mmer\: : : —e program'

A word processing progrggallows you to use a computerto entertext. Microsoft
Word has many powgsfil features that give you enormous power over the
appearance of ygsfdocuments. You can print in a variety of type styles and
sizes, use cgifinns oradd graphics, justfo mention a few 10il}

Spelling and Grammar: English (L.5.)

Mok in Dictionary;

o ( . . .
; Youcanprintina variejafine sties et ] 2 Double click on the red highlighted
- justto mention possibilities ( Word, enter:

v

, # o —— | possibilities
2
: then click on CHANGE.

Dictionary language: |English {U.5.) v

Check grammar

ol Clase
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Chapter

Moving Text

It is important to be able to move text efficiently within a page, between pages and
between documents. In this chapter you will learn how to scroll through a document,
insert page breaks, copy, cut and paste text both within and between documents, and
use drag and drop.

Cursor Movements

When you are using large documents (2 pages or more), it is very important to be able to
move through the file very quickly.

A Loading a Sample Document

A sample document has been prepared for you which needs to be loaded from the
WORD 2010 SUPPORT FILES.

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

2 Access the WORD 2010 SUPPORT FILES (refer to page 2-1 if you have forgotten how
to do this).

3 Double click on the CHAPTER 4 folder to open that folder, then double click on the
CHAPTER 4 file to load the file.

4  Select YES to open the file as a READ ONLY document. It contains 10 copies of the
paragraph you have used in previous chapters.
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B The Scroll Bars

E

" ODEEI- Chapter4 [Read-Only] - Microsoft Word o B &
Home | Insert  Page Layout References Mailings Review  View  Add-Ins o @
£ g, |[meshewRon e ~[A 7| Aam BB =7 2 4aBbCeDc A, 'ﬂhﬂ@hur Nd dcBhCc M # o

Paste JJ [B]r u-aex x - A

merss 1 At the moment the cursor will be at
the beginning of the file.

[}

lipboard Font 3 Paragraph 5 .
S N T KR R R R (BT

copy 1

A word processing program allows you to use a computer to enter text.

The Microsoft Word program has many advanced features that give vou
enormous power over the appearance of your documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

2 At the bottom of the screen
‘Page 1 of 3'is displayed in the
STATUS BAR telling you which page
is presently on the screen.

COPY 2

A word processing program allows you to use a computer|
The Microsoft Word program has many advanced featur;

word processing program allows you to use a computer to enter text.
The Microsoft Word program has many advanced features that give you
enormous power over the appearance of your documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

B E I O D R - R A SRR Y S B R R RS R R | E

]

0

age:1of 3 | Words:572 | 8 English [US) |

W OLNEI- Chapter4 [Read-Only] - Microsoft Waord o @R 1

ile Home Insert Page Layout References Mailings Review View Add-Ins (
3 Drag the VERTICAL SCROLL BOX at
0 TimesMewRom * 14 v AT A7 Aav | &) AaBbCcDe .

j [ P .. 2 the top right of the screen to about
s e - half way down the VERTICAL SCROLL
‘3"'2"'1"'é"'1}‘ CF L el T e A K 9 A1 O 18

o : BAR.
enormous power over the appearance of your documents.

the text in a variety of typestyles and sizes, use colummns or
just to mention a few possibilities.

COPY 6

A word processing program allows you to use a computer to enter text.
The Microsoft Word program has many advanced features that give vou
enormous power over the appearance of your documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

COPY 7

A word processing program allows you to use a computer to enter text.

The Microsoft Word program has many advanced features that give you

enormous power over the appearance of your documents. You can print

the text in a variety of typestyles and sizes, use columns or add graphics, |

' ’ 4 Page 2 should be displayed in a pop-
up box. The screen now displays
part of page 2 and the STATUS BAR
displays PAGE 2 of 3.

COPY §

A word processing program allows you to use a computer
The Microsoft Word program has many adv;
ENOTMOUS POWE OVE vour documents.

- v of typestyles and sizes, use columns o
just to mention a few possibilities.

Page:1 of 3 ords: 572 | Qﬁ English (US) |
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W OG-

A

Paste
aste
-

Insert

Clipboard 7

Times New Rom = 14 = A" A7

[e] 1 U ~abe x, X°

Chapter4 [Read-Only] - Microsoft Word

Pagelayout  References  Mailings  Review  View  Adddns
- L =
Aa | B I2 4a85CcDe AaBbCi
WA =] Emphasis  Heading 1

Font Faragraph

| T S T T TR T R SR R R RN (I PO P I &)

COFY 10

A word processing program allows you to use a computer to enter text.
The Microsoft Word program has many advanced features that give you
enormous power over the appearance of vour documents. You can pg
the text in a variety of typestyles and sizes, use columns orgé

just to mention a few possibilities.

D

THE END

5 Move the VERTICAL SCROLL BOX to

o B o
> @

‘% éﬂﬁnn-“

CeDd Jonbhios

the bottom of the VERTICAL SCROLL
BAR. Page 3 is now displayed.

« 0 w4

Page: 20f3 | Words: 572 | {5

English (U.5) |

m)
&
&
i
|||||

758 (=) U (+)

6

Return the screen to the beginning of the document by dragging the VERTICAL

SCROLL BOX to the top of the VERTICAL SCROLL BAR.

C Scrolling

Scrolling is sometimes useful when proofreading documents to check for mistakes.

) G0

Home |EREETCRRE T
Paste B|7 U ~abe x, X*
- & =

Clipboard 1 Font

Times New Rom ~ |14~ A" A7 | Aav & =~

Chapter4 [Read-Only] - Microsoft Word

References Mailings Review View Add-Ins

-®-A-E == - Emphasis  Heading1

=80 T | saBsecde AaBbCi| AdBbCeD: | AdBRCeDd AaBhCc
By

1 Normal

= B =
> @
% @A Find -
= a
Strong Subtitle = §Q’i§ff :n':::\::

Faragraph

I N I IR NS A IS O = Y P IR ¥ O (N RN K RN RNy | 4

P U e E T Ve T P

COFY 2

A word processing program allows you to use a computer to enter
The Microsoft Word program has many advanced features that giv
enormous power over the appearance of your documents. You car)
the text in a variety of typestvles and sizes, use columns or add gral
just to mention a few possibilities.

COPY 3

A word processing program allows you to use a computer to enter
The Microsoft Word program has many advanced features that give
enormous power over the appearance of vour documents. You can pri
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

COFY 4

A word processing program allows you to use a computer to enter text.
The Microsoft Word program has many advanced features that give you
enormous power over the appearance of vour documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

COPY 5

] E] (
e oo o oaaes 1 Jo scroll the screen forwards click

continuously on the arrow pointing
down at the bottom of the VERTICAL
SCROLL BAR (or simply hold the
mouse button down if the screen
doesn’t move too quickly).

Page:1of3 | Words: 572 | <%

English (U.5) |

m]
2
&
i
1]

75% (0—U )
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(W]l & U AEIl= Chapter4 [Read-Only] - Microsoft Word = B 5
Home | Inset  Pageloyout  References  Mailings  Review  View  Add-ns 2@

i ¥ = T a o . A &4 Find -

= Times New Rom |14~ A A7 | Aa” | %) 2019 | saBoced: AaBbCi | AsBbCeD: | AsBVCDd AaBhCe % 8 Replace

Ba - B

Paste B| 7 U ~abe x, xX* - A &y Emphasis  Heading1 | THormal Strong Subtitle |~ Change

- F | Styles~ | l§ Select~
Clipboard 7 Font o Faragraph u Styles 3| Editing

| EXNr NS S EN K RN KN XA RN TN AT SN RS AN KN KN EE KN (T VN IR RS EC G EP N AR LG GG L
copy 1

A word processing program allows you to use a computer to enter text.
The Microsoft Word program has many advanced features that give you
enormous power over the appearance of your documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

2 To scroll backwards click on the
arrow pointing up at the top of the
VERTICAL SCROLL BAR.

COFY 2

3 To scroll between pages the double arrow boxes at the bottom of the VERTICAL
SCROLL BAR can be used.

(wl| O 0= Chapterd [Read-nly] - Microsoft Word o B =
Home | Insert  Pagelayout  References  Mailings  Review  View  Addlns @

j * TimesMewRom = 14 - A A7 | Aav | % ==
= Ga

@ Find -
4aBsCeDe AaBhCi | AaBbCcD¢ | AaBbCeDd AaBblc % 8, Replace
> £
Emphasis  Heading1 | 7 Mormal stron, subtitte | _ Change
i g 9 | siyles~ | Ik select~

Clipboard = Font 5 Paragraph 0 Styles 5| Editing

|FEDEms re a0 B g i-@-i-3- 041 5.0 o6ei-P- o819 10- 411 121 13- 1 -14- 15 (IR

Paste B I U - e x
- =

Ttoie

Enormous power over the appearance of vour documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

4 Click on the NEXT PAGE button and
COPY 6
A word processing program allows you to use a computer to enter text. your Screen ShOUId be ta ken to

The Microsoft Word program has many advanced features that give you
enormons power over the appearance of your documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

e T e o T

7615

COPY 7

A word processing program allows you to use a computer to enter text
The Microsoft Word program has many advanced features that give you
enormous power over the appearance of vour documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

101318

Page: 20f3 | Words:572 | % English (US) |

(W O 05+ Chapterd [Read-Only] - Micrasoft Word o @ =
Home | Insert  Pagelayout  References  Mailings  Review  View  Addns @

= N s - m #Find -
B Times New Rom = 14 A A A B 4aBbCcDe AaBhC | AaBbCeD¢ | AaBbCeDd AaBbCc % & Replace
- i Sac
Emphasis  Headingl | TMNormal Stron: Subtitte  _ Change
g N o 7 Styles~ | b Select ~
5| Editing

]
paste 7 [B]r u-aex x - A~

Clipboard Font 5 Paragraph 7 Styles
TR, 1 ——— e

5 Click on the PREVIOUS PAGE button
corv1 until your screen is returned back to

A word processing program allows you to Use a computer to enter text a e 1
page 1.

EEERARE]

SN

The Microsoft Word program has many advanced features that give vou
enormous power over the appearance of vour documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

432

COPY 2

A word processing program allows you to use a computer to enter text.
The Microsoft Word program has many advanced features that give you
enormous pawer aver the appearance of your documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

7oiEis

COPY 3

‘A word processing program allows you to use a computer to enter text & S
: The Microsoft Word brosram has manv advanced features that eive vou LR S
Page:10f3 | Words:572 | % English (US) | |Eea == 75% ) Iy (+)

[ER T (IR RNRT]
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Find and Replace

Chapter

You can find words or phrases in a document and replace them with other words or

phases.

Loading a Sample Document

A sample document has been prepared for you
WORD 2010 SUPPORT FILES.

which needs to be loaded from the

Load Microsoft Word or close the current file then click on the FILE tab and select

pen that folder then double click on the

Select YES to open the file as a READ ONLY document. It contains 6 copies of the

1
OPEN.
2 Access the WORD 2010 SUPPORT FILES.
3 Double click on the CHAPTER 5 folder to o
CHAPTER 5 file to load the file.
4
paragraph you have used in previous chapters.
Finding Text

The FIND command allows you to locate specific words or phrases in a document. It is

particularly useful when working with long doc

uments.

(v

the search box above.
COPY 1
Click the Magnifying Glass
button to find commands to
search for objects, such as
Graphics, Tables, Equations,
or Comments,

A word processing program allows voy
The Microsoft Word program has man|
enormous power over the appearance
the tewt 1n 3 varsty of tsmectvles and

Chapter 5 [Read-Only] - Microsoft Word o B 2
Home Insert Page Layout References Mailings Review View Add-Ins @ e
® = = | atene . | B = ... | EEEE| A 1 & Find -
: Times Mew Rom = 16 A A Aa v | i= =T SR 4l q 4aBbCeDe AaBbC) | AaBbCcDé | AaBhCeDd % hpla(e
By -
Paste = 3 - 87 . A . =S e i _ Change
= J B £ O abe X, X -3 # Ty =t Emphasis Heading 1 T Normal Strong =] Siyters Seled
Clipboard = Font Paragraph Styles - Editing
! =
Navigation v X E [z ‘z-n-1-|‘)ug-u‘1-I|-2-1“3-|‘I4-|-s-u‘s-ln‘7-|I-s-|‘I9-|-10I-|‘11-‘|‘12-|I-13-|‘1‘4- 5[ g6 470 e )
[ o] -
B |8 | & :
You can search for text in " - 3
e e = LEARNING WORD PROCESSING

(1 Click on the FIND icon in the
EDITING group of the HOME tab of

the RIBBON and the NAVIGATION
PANE should open at the left of the

screen.
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(2 Enter: you in the SEARCH box of
the NAVIGATION PANE and all the

&

Times New Rom ~ 14

AN

- 1 !
Wil chaprer s Reac-on - Micosotword| - OCCUrreNnces of ‘you’ have been found
File Home Insert Page Layout References Mailings Review View Add-Ins . . .
= including parts of words that contain
Times Mew Rom ~ 14~ A" A" B =iz AaBbC / ’ / ’
By b
) P you'such as‘your’.
Clipboard = Font Paragraph
Navigation v X EJ EE R D R e S A I IS RN E R RS R
i ;
24 matches ;
= B LEARNING WORD PROCESSING
S sl -
A word processing program 7 COFY 1 =
allows you to use a ke
ta enter text, The M T A word processing program allows you to use [puter to enter text.
Word program = |7 The Microsoft Word program has many adv: features that give you
= enormous power over the appearance of your documents. You can print
program has m A the text in a variety of typestyles and sizes, use columns or add graphics,
features tha o just to mention a few possibilities.
enarmous power over the e
appearance of your _D
o COPY 2
QIVE ¥OL ENOrmaLs power t
averthe appe. . = A word processing program allows you to use a computer to enter text.
g = The Microsoft Word program has many advanced features that give you
feting - enormous power over the appearance of your documents. You can print
( . . .
FT- e s o woos] 3 Each search result is listed in the
Home Insert Page Layout References Mailings Review View Add-Ins NAVIGATION PAN E_ Click On the

second frame and the second
highlight is selected.

2 of 24 matches

BEE ek

A ward processing program
allows you to use a
to enter text, The I
‘Ward program

L }
IR U e e

program has many advanced
features that give you
enarmous power over the

appearance of your %

give you enormaus power
aver the appe: e of your
documents. You can print the
textina

LEARNING WORD PROCESSING

AaBbC
Ea
Paste f B 7 U -abe x, X Emphal
Clipboard = Font F] Paragraph
Navigation - X EJ . R T R S A
= g T g : g g
you x v -

ssing program allows you to use a computer to enter text.
2 Microsoft Word program has many advanced features that give you
enormous power over the appearance of your documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,

just to mention a few possibilities.

COPY 2

A word processing program allows you to use a computer to enter text.

The Microsoft Word program has many advanced features that give you
enormous power over the appearance of your documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,

4 You can also use the NEXT SEARCH RESULT or PREVIOUS SEARCH RESULT arrows in
the NAVIGATION PANE to scroll through the search results.

5-2
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Find and Replace

S

3 of 24 matches

I

A ward processing pragram
allows you to use a computer
to enter text. The Microsoft
‘Ward program

program has many advanced
features that give you
enarmous power over the
appearance of your

give you enormaus power
aver the appearance of your

documents. You can print the
textina

power over the appearance of

1.

7

earch Result

A

RNTING WORD PROCESSING

A word processing program allows you to use a cggefiuter to enter text.
The Microsoft Word program has many advanggll features that give you
enormous power over the appearance of your documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

COPY 2

A word processing program allows you to use a computer to enter text.
The Microsoft Word program has many advanced features that give you
enormous power over the appearance of your documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

Vs
— {5 Clickon the NEXT SEARCH RESULT
= apter ead-Only] - Microsoft Wor .
Home Insert Page Layout References Mailings Review View Add-Ins arrOW and the thlrd OCCU rrence
i Times NewRom » 14 = A" A" | Aa~ | B, Z-i=-hZ- EE 4] | T AaBbC (Within lyour’) Should be highlighted.

paste } BIU-exx |A¥-A-[El===(i= &-5- | mon

Clipboard » Font F] Paragraph Fl i Editing

Navigation v x E‘J "‘1'."2'"‘3"‘.4"'5‘"‘5"‘ = xS I N E I TN -Ils-n‘u-ma-

you x - [ a

-12-\-11-\-1!]‘\-9-\-84-7‘\-5-\-54-4‘\.,.

your documents. You can
print the textin a varisty of

COPY 3

6 Try scrolling through the search results in the NAVIGATION PANE and using the
NEXT SEARCH RESULT and PREVIOUS SEARCH RESULT arrows.

The Find Options

There are FIND OPTIONS in the NAVIGATION PANE that allow you to refine the search.

(wl|

Insert

&

Times Mew Rom * 16

Pastejmf U -~ abe x, X*

Page Layout

A A

References M3

3 of 24 matches

Ve ¥ oL eNarmaLs power

Options..
Advanced Find... %

5 (oo [ = 5
J oo | = 1
Sac PReplace.
Aoward processing program
allaws you ta use a compute GoTo..
' r T [ icros e =
:cnre!'!te|.t:x'.c. The Microsaft Fnk
Ward pragram
ﬂ Graphics
program has many acvanced B Iables
features that give you TC Equations
enarmas power over the =
appearance of your AB' Footnotes/Endnotes
= Comments b

[T-1 1

Clipboard Font
Navigation v % |[L] OPTIONS.
you X |T

1 Click on the FIND OPTIONS icon
at the right of the SEARCH box in
the NAVIGATION PANE and select

© Guided Computer Tutorials 2011
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Find Options

[] Match case

[ Find whole wards oy

[ use wildcards

[ sounds like (English)

[ Find all word forms {English)
Highlight all

Incremental find

Set As Default

BIX
[ match prefix
[] Match suffix
|:| Ignore punctuation characters \
CRaE s e 2 The FIND OPTIONS dialogue box is
opened.

3 Read through the following points for a description of the main options.

Match Case: allows you to tell the program to look at the case of words or
ignore the case of words. For example, with this option off “You'is read as
the same as‘you’ so both would be found. With this option selected, the
words would be read as different and only the lower case word would be
found.

Find Whole Words Only: allows you to tell the program to find just the

word(s) you have entered, not parts of words. For example, with the word
‘you, without using this option both ‘you’and ‘your’ will be found as ‘your’
contains the word ‘you’. With this option selected only ‘you’ will be found.

Use Wilcards: allows you to enter part of a word. For example, entering
S?T finds SAT and SET, entering S*D finds words that start with S and end
with D, SAD, SAID, SPEED, etc.

Sounds Like: is used to find words that sound the same as the entered
word, but are spelt differently, for example, where and wear.

Find All Word Forms: which is used to find all forms of the entered word.
For example, if you entered SIT, the program will also find SITTING and SAT.

5-4
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Chapter

Margins and Indents

Page Margins

Page Margins are the space between the edge of the paper and where your text is
printed. They allow you to control where your text is printed on a page. All printers
require a certain amount of space from the edge of the paper to where the printing starts
and documents would not look very professional if they started very close to the edge of
the paper. The following diagram shows the position of the page margins.

Top Margin
|

— Paper Edge

Left Margin —

L Right Margin

Paper Area

[
Bottom Margin

When your document is set to A4 paper, Microsoft Word sets the TOP, BOTTOM, LEFT and
RIGHT margins to 2.54 cm (1 inch). These settings can be adjusted as required, but it is
unwise to set margins below 1.5 cm. There are two ways to alter page margins, using the
PAGE LAYOUT tab of the RIBBON or by using the RULER.

Loading a Sample Document

A sample document has been prepared for you which needs to be loaded from the
WORD 2010 SUPPORT FILES.

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

2 Access the WORD 2010 SUPPORT FILES.

3 Double click on the CHAPTER 6 folder to open that folder, then double click on the
CHAPTER 6 file to load the file and select YES to the READ ONLY message.
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Changing Margins Using Page Setup

{ 1 Notice that the Ruler finishes at
about 15.0 cm.

@| =] O EF= Chapter 6 [Read-Only] - Microsoft Waord

File Home Insert Page Layout References Mailings Review View Add-Ins

EI

]

Times NewRom = 12~ A™ A" | Aa~ | %

2T samseen: AR

(i)

Sac

Ea
Pﬁjtev‘ B[7|U - abe x, x° T A

iv Emphasis  Heading1 | 1 Mormal Stron _ Change
P 9 ¢ Styles~ | ki Select ™

Clipboard Font rl Fl Styles Fl Editing
E B B 1 B ‘|u|-1-‘wz-“3‘|-I4-wsl‘|-s-lw-7-“s‘l-‘s-w-wl‘l-11-|w-12-w|-13‘|-1‘4- 5 G e A e |
I -

A word processing program allows vou touse a computer to enter text. Microsoff

Word has many powerful features that give vou enormous control over the H
@| [®] GOEI- Chapter 6 [Read-COnly] - Microsoft Word = B OER I

Home Insert Page Layout Mailings Review View Add-Ins
[ ETY == ¥= Breaks - (4] watermere

.[ 2 Open the PAGE LAYOUT tab of the

i Line Numbers ~ | $H Page Color » | 5 Left:  025em . || |2
ns =
b Hyphenation = | [J] Page Borders | E% Right: 016 em % = RI BBON-

v 4=

a|le Background Paragraph

|Exa| ij 21.59 cm % 27.94 ¢

cdc 105 B 71 B 191401 4]-

12 1 13 1 14 Al 451 16 1 7 1]

Tabloid
i J 27.94 cm x43.18 cm i
B brogram N ez taxt LE &
= fooet rerful £ ha . .
- Ll 2wmassm ;;mii?‘?f;fmpg 3 Click on the SIZE icon and set the
s Executive o
. ] maenxzseren PAPER SIZE to the paper you will be
2 = e rinting to. (It is probably A4
- ; es that give you enormous ( )
= e documents. You can print the textin a p ! I g ° I p y :
& l_‘l M = bhics, just to mention a few possibilities.
e 21 emx29.7 cm
> ks
5 [al] f:s emx21 cm
@| H2-00E- Chapter 6 [Read-Only] - Microsoft Word o B 8
Fne Home  Insert | Pagelayout | References  Mailings  Review  View  Adddns > @
A, D [ Ij J =) Breaks = 4] watermark = Indent Spating & Gring Forward |Z Align ~

#3 Line Numbers ~ @Page Color = = left: 0.25am L | (= CI k h MARGINS
Thevmes Margms Qrie vatmr’\ z — Borders | S Rights 0d6em 2| 42 4 |C on t e |Con In

= j;];' #:‘)lzmal 254 am B:tt:lm 254cm = e the PAGE LAYOUT tab and Select
il 54 " —
bl NORMAL.
H T:IJ 127em  Bottom: J"“ = processing program allows you touse a computer t

127 Right b
= s many powerful features that give vou enormous control over the
£ =] N " 1o H a £ 1

Themes =

@| H9-00QE- Chapter 6 [Read-COnly] - Microsoft Word = B OER
Home Insert Page Layout References Mailings Review View Add-Ins [~ e
j B |:| Erhs Ij =) Breaks - |4 watermark ~  Indent Spfc\ng = |2 align ~
- [al- = 12 Line Numbers = | ¥ Page Color ~ eft:  0.25cm 1= Before: 0pt — I8 Group

Margins Orientation Size Columns

Ay

bi Hyphenation ~ | [J] Page Borders | E% Right: 016 em % §Z After Opt Text- Wy SelectionPane % Rotate
Themes Page Setup % | Page Background Paragraph 5 Arrange

E | IO O - YN N RN Y - N RN N R AT U A - S E KRNIt RRT IS G N SO O r o |

» [

A word processing program allows you touse a computer to enter text. Microsoff Word
has many powerful features that give vou enormmous control over the appearance of vour

5 The right margin on the page has
changed to about 16 cm.

L
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6 You can set customm

argins when required.

WEH2-00E=

N

Themes
- [@-

Themes

me Insert Page Layout References

=} |:| [ Ij J ¥= Breaks -
o | A = i3 Line Mumbers -

Margins Orientation Size Columns )
S = = + b Hyphenation -

Page Setup

Mailings

Chapter & [Read-Cnly] - Microsoft Word

Review View Add-Ins
A Watermark -

& Page Color ~

Indent
£F Left:  0.25

(7 Click on the arrow at the right of the
PAGE SETUP group heading to open
the PAGE SETUP dialogue box.

Margins

Top:
Left:

Margins

Gutter:

| paper | Layout

Bottom:

SL.0

se 3 computer to enter text. Microsoft Word L
s control ovy”

ws vou touse a computer to enter text. Microsoff Word
give vou enormous control over the appearance of vour
Extin a variety of typestyles, use columns or add graphics,

8 Change the TOP, BOTTOM, LEFT and
RIGHT margins to 3.5 cm.

@| H9-0 0= Chapter & [Read-Only] - Microsoft Word o B &
Home  Insert | Page Layout References Mailings Review  View  Add-ns o @
[P Ij -,fj, Breaks 4] watermark v Indent Spacing . T Ering Forward |2 Align ~
“j $2Line Numbers = | W Page Color~ | = Left: 0.25em & :: Before: 0 pt &1 Send Backwa I Group
Margins Orientation Size Columns b peg | sition ap
A 5 = = ~  b¥ Hyphenation - | [ Page Borders | 53 Right: 0.16em - §= After  0pt Test - By Selection Pane
Page Setup % | Page Background Paragraph Arrange
[C3: v 2 010 [ A1 2 1 e3c 141G 1+ |7 1+8+ 19 1 +100 1111120 113 | [l 1o d6e 017 |
-
A word processing program allows vou touse a computer to enter text.
Microsoft Word has many powerful features that give you enormous control
over the appearance of vour documents. You can print t . . L]

typestyles, use columns or add graphics, just to mention

(9 Select OK to return to the document

and notice that the Ruler now
finishes closer to 14.0 cm as we have
made the left and right margins

larger and reduced the print area.

Manually Adjusting Page Margins Using the Ruler

You can adjust the margins directly on the screen using the Ruler.

1 Check that your screen ZOOM is set to 100%.

WEH9-060E-

Al = [

Home

Insert

[z

|
g

Chapter 6 [Regd-OnI\fi

Page Layout References Mailings Review

Ij =) Breaks - |4 watermark -

{2] Page Color =

3 Line Numbers -

Themes Margins Orientation Size Columns .
- @' - - - - be Hyphenation = | ers
hemes Page Setup = | Page Background

2 Move the pointer over the right
boundary of the left shaded area in
the Ruler, which is the LEFT MARGIN,

until the pointer changes to a

T

Jro-gaifiodho [Folg e

LIRS N S 2
Left Margin

A word processing program allows v

horizontal arrowed line.
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IE: H9-00EF= Chapter & [Read-OnI}fI

Home Insert Page Layout References Mailings 3 Drag the boundary to the r|ght SO
T P lj "= Breaks ~ A that the LEFT MARGIN box is 5.0 cm

= £3 Line My

Margins Orientation 5Size  Columns

x| Page Background

E §-|-4-|-3-|-2-|-1-|‘L|-1-|-2-|-3-|-4-|-5

Left Margin

I A word processing program

NOTE: i This hasincreased the LEFT MARGIN to about 5.0 cm from the
left edge of the paper.

ii The INDENT markers at the left of the Ruler have been moved
to the right slightly in this document to make it easier to move
the boundary of the LEFT MARGIN box.

IE: H2-01EF- Chapter & [Read-Only] {
Homls.:m" Insert Page Layout References Mailings Rev(4 |ncrease the TOP MARG'N to 4.0 cm

. 2 & " Breaks - g‘“’“e by dragging the bottom boundary
o Margins Orientation Size Columns fﬁ ::E Nun’ll-JE"S Jpaz: Of the Shaded area at the tOp Of the
~.0-ea  vertical Ruler at the left of the screen
ENENENEN] )

""" "A'word processing program all
Micrasaft Word has many pow
control over the appearance of]
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Bulleted and Numbered Lists

Chapter

7

One of the applications of hanging indents is the creation of bulleted or numbered lists.
Microsoft Word has automated the process to make the creating of these lists very easy.
To illustrate this let’s create an advertisement for a new car.

Turning on Automated Lists

The automated list option may already be turned on, but it is easy to check.

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

2 Click on the FILE tab and select OPTIONS.

3 Select the PROOFING category and

il

d Option:

WiHd9-o
] cal
= &
Pa'ste f B

Clipboard 1=

General

Display

Proofing

Save

Language
Advanced
Customize Ribban
Quick Access Toolb
Add-Ins

Trust Center

el
/4 Change how ects and formats your text.

=
AutoCorrect options

Change how Word corrects and formats text as you type: | A

AutaFormat Actions

click on the AUTOCORRECT OPTIONS

button.

elect ™
Editing

» &)

AutoCorreck Math AutoCorrect ‘ AutoFarmat As You Type

Replace as you kype

4 Click on the AUTOFORMAT AS YOU

"Straight quotes" with “smart quotes” Ordinals (15t} with SONgsCript TYP E ta b a n d C h ec k t h at AUTO MATI C

Fractions {1/2) with Fraction characker {43) Hyphens (-] with dash (—
[ *Bald* and _italic_ with real farmatting
Internet and network paths with hyperlinks

Apply a:
Automatic bulleted lists Automatic numbered lists
Border lines Tables

[ Buile-in Heading styles

Automatically as you bype
Format beginning of list item liks the one before it
Set |eft- and First-indent with tabs and backspaces
[] pefine styles hased on your Formatting

BULLETED LISTS and AUTOMATIC
NUMBERED LISTS are turned on.

5 Select OK to return to the WORD
OPTIONS dialogue box.

=
ot (e |

v

6 Select OK to close the WORD
OPTIONS dialogue box.

NOTE:

The AUTOCORRECT dialogue box can be used to turn these
options off if you decide later that you prefer not to use them.
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Entering the Headings

The title of the advertisement and a sentence describing the product will first be
entered.

1  Enter:
Fasten Your Seat Belts <enter>
Vulcan has just released the Volcano GTi featuring: <enter>
WEH9-00 - Document2 - Microsoft Word o B R
Home Insert Page Layout References Mailings Review View Add-Ins @ e
=l % Calibri (Body] = 24 ~ A A v | B8 . . .
& g, | Semee Ao o 2 Highlight the first line of text, select
Bt g (BZ|T - e x. X - A 7 Normal .
— : : a FONT of your choice, set the FONT
e SIZE to 24 point, the STYLE to BOLD,
: ITALIC and select a TEXT COLOUR.
& Calibri f = 24
2] B|IfOCEW-AT
: Fasten Your Seat Belts
: Vulcan has just released the new Volcano GTfeaturing:
wWd9-00E- Document2 - Microsoft Word o B &% ]
Home Insert Page Layout References Mailings Review View Add-Ins

3 Highlight the second line of text, set

Hj 31: CalibriBody) ~ 14 ~ A" A" | Aav & =%

e o [B]Z U-dexx A-®-A- (B the FONT SIZE to 14 point, the STYLE
: —_— to BOLD and select a different FONT

COLOUR.

Vulcan has iusheleased the new Volcano GT featuring:

If the program did not insert a blank line after each line, press

the <enter> key after each line to insert a blank line.
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Entering the Points

Bulleted points will be used to highlight the features of the car.

WHd9-00E - Document2 - Microsoft Word o B 2
Home | Insert  Pagelayout  References  Mailings  Review  View  AddIns = @
= % ’ . R . | | 4 Find ~
B GillbrifGoy -j11 - A A7 | da” | T [BECRS AaBbCcD: AaBbCcDc AaBbCi AaBbCc | A e
E i

T Normal T NoSpaci.. Headingl Heading2 |— Change
7| Styles+ | W Select~

=]
Pele o, B I U-aex x S A

Clipboard Font F] rag Fl 4

O nar | | Position the cursor at the blank line

: Ztllac::hiua”::ft‘t‘:tclhoose different after the Sentence and CIiCk On the
bullet styles.

BULLETS icon in the PARAGRAPH
group of the HOME tab.

o Vulcan has jus; ‘eased the new Volcano GT featuring:
2 |
IE| H9-00E= Document2 - Microsoft Word = B 82
Home Insert Page Layout References Mailings Review View Add-Ins o g
= & - Wi g e . IEiE A & Fin -
L4 D caibnipody -1 A& | A |5 IS = = 2| T | asBbceDe AaBbCeDC AaBbC: AaBbCc |, % 2, Replace
Sac

=2
Paste ” B I U -abe x, X - A v R TNormal />

2 Enter the point:
185 KW 2.6 litre V6 engine

Clipboard Font

L T TR T
™}

=
Jwn
o
o
=

and press the <enter> key.

Fasten Your Seat Bejts

Vulcan has just released t! ew Volcano GT featuring:

* 186 KW 2.6 litre V6 engine

NOTE: The bullet character may be different on your computer
depending on who has used bullet points before you.

3  Enter the next 3 points:
All-wheel drive <enter>
18-inch alloy wheels <enter>

Premium 8-speaker sound system.
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WEa9-60E- Document? - Microsoft Word o B 52
Home Insert Page Layout References Mailings Review View Add-Ins & e
- ] - . T . e A % 4 Find -
8= Ba Calibri [Body) 2t A A Aa == AaBbCcDe  AaBbCcDe AaBbCi AaBbCe | 2. Replace
= fac
Paste B 7 U -abe x, xX* - 3. = | &y~ T~ fiNormal T MoSpaci.. Headingl Heading2 _ Change
- J = | styles~ | kg Select -
Clipboard [ Font ) ) Styles 2| Editing
Lo L R O TN O SN NSO O TN RO S RO HOR G I VN PO F D DR O
-

4 Highlight the 4 bulleted points and
set the FONT SIZE to14 point and the
FONT COLOUR to the same as the

Fasten Your Se

: g s second line of text.

o \Brusw-A

E « 186 KWZG,&L@VB engin

= e All-wheel drive

o e 18-inch alloy wheels

) * Premium 8-speaker sound system

Ve

Wd9-02E5- Document? - Mierosoft Word 5 Click on the arrow next to the LINE
Home Insert Page Layout References Mailings Review View Add-Ins

SPACING icon in the PARAGRAPH
group of the HOME tab and select
1.5 lines.

B £ Caiibri Body) <14 < A A7 Aav | & [i=]-]%
ol gy
Pa'ste ) B 7 U -abe X, X -GP-A.

Clipboard = Font ] Parag|

[2evea e ] 1120 -3-1-4-1 5 V]| 115
£} T T ;

15

] 20 [%

25
30
Line Spacing Options...

Fasten Your Sea % Add Space Before Paragraph

Remove Space After Paragraph

T

= Vulcan has just released the new Volcano GT featuring:
o & 186 KW 2.6 litre Vb engine
;_, * All-wheel drive

s 18-inchalloy wheels

¢ Premium 8-speaker sound system

NOTE: i Setting the line spacing to 1.5 lines is another way of adding
half line spacing between the points.

ii Notice that the automatic bullets has set the indents in the
Ruler to hanging indents.
iii  When entering bullets, pressing the <enter> key twice turns

the bullets off.
—
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Chapter

Headers, Footers and Foothotes

In this chapter you will learn how to format multiple pages in more detail. This includes
adding Headers and Footers, Title Pages and Footnotes.

Headers and Footers

The program provides space at the top and bottom of a page for HEADERS and FOOTERS.
Anything placed in a HEADER or FOOTER is usually printed on each page of a document.
HEADERS and FOOTERS are very useful for adding a standard heading, page numbers, an
author’s name, the date and so on, to a document.

A Loading the Prepared Document

A sample document about a cooking recipe has been prepared for you and will need to
be loaded from the WORD 2010 SUPPORT FILES.

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

2 Access the WORD 2010 SUPPORT FILES.

3 Double click on the CHAPTER 8 folder to open that folder, then double click on the
RECIPE file to load the file and select YES to the READ ONLY message.

B Inserting a Header

Let’s place a page title as a HEADER.

click on the HEADER icon and select

( 1 Open the INSERT tab of the RIBBON,
the BLANK HEADER style.

W D&l Recipe [Read-Only] - Microsoft Word

File Home Insert Page Layout References Mailings Review View Add-Ins

- j =l j EE r"\ EJ h @, Hyperlink A hature Line - Tc S-Z
515 B M2l e = .
A Bookmark Date & Time
ank Page | Table | Picture Clip Shapes SmartArt Chart Secreenshot Text Quick WordArt Equation Symbal
age~ Page Break - Art - - [F) Cross-reference umber~ | Box~ Partsv - ap~ " Object ~ - -
Tables llustrations Links - Symbals
|3-\‘Z‘I‘l-l-é-\-1‘\‘2-\-3‘\‘4‘|-5-\-s-\‘7-\-B\ank
/ P
Blank (Three Columns)
Ingredients (Metric Measurements) - ‘
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WEHA9-8 Q&= Recipe [Read-Only] - Microsoft Word 'Header & Footer. Tools o B =
Home Insert Page Layout References Mailings Review View Add-ns Design o @
EE b = 5 = EE (5 Previous [C] Different First Page 5+ Header fromTop: ~ 1.27em =
S| = # =0 =] O BE E = Q
Ty Next [T Different Odd & Even Pages (=t Footer from Bottom: 1.27 em =
Header Footer  Page Date Quick Picture Clip to Goto Clase Header
5 +  Number- | &Time Parts~ Art e Footer % Link to Previous Show Document Text [5 Insert Alignment Tab e e
Header & Footer Insert Mavigation Options Position Close
|3-w2‘|‘1-|-é-\-1‘w2-w-3‘ww:-s-w-s-w‘r-l_w-ew‘s‘n‘m-

2 A partition is added to the top of the
page and the HEADER label inserted
below it.

V
Header Ingredients (Metric Measurements)

The HEADER & FOOTER TOOLS - DESIGN tab containing all the
header and footer commands is added to the RIBBON.

WEHE9-6 05+ Recipe [Read-Only] - Micrasoft Word 'Header & Footer.Tools. = @ R
Home Insert Page Layout References Mailings Review View Add-Ins Design & 0
=n D 2 s H . EE 5T, Previous [0 pifferent First Page S+ HeaderfromTop: (127 em 3 |
HEd F% ;Q ; sk lnﬁ‘ QGD = G'z; ) Next [ Different Odd & Even Pagey” E
I e e e an | s feor Sunkormiens. Wsewooumenree | 3]0 the HEADER frame enter:
Header & Footer Insert Navigation Options
| E R S O SO S SR N S R N SO SO NS O SO N S S R RO T X
i / CONTINENTAL CHEESE CAKE
CONTINENTAL CHEESE CAKE and press the <enter> key.
Header Ingredients (Metric Measurements)
WEd92-00E+ Recipe [Read-Only] - Microsoft Word .____Lnx_l.r__| o @ R
Home Insert Page Layout References Mailings Review View Add-Ins Design @ 0
_uj i Times New Rom » |14 e A7 | Aav [ B S FFE U T samscon: ABbCA AaBbCel AsBbCDe AaBhCDI . % ?a:::a;e
=t m L= = l=e | O e || mpness THeg : anae
‘ 4 Highlight the HEADER text and blank
S S W -

Header

Ingredients (Metric Me:

line (CTRL+A can be pressed), open
the HOME tab and change the FONT
SIZE to 14 POINT, the STYLE to BOLD

asurements)

and the ALIGNMENT to CENTRE.

8-2
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Headers, Footers and Footnotes 8

NOTE: i The HEADER and FOOTER frames have preset tabs stops
inserted. A CENTRE JUSTIFIED TAB STOP at the centre of the
margins, in this case at 7.3 cm and a RIGHT JUSTIFIED TAB
STOP at the right margin, in this case at 14.6 cm.

The HEADER frame increases in size as you add more lines of
text or press the <enter> key.

—

C Inserting a Footer

A partition is available at the bottom of each page. This is called the FOOTER and it

prints on each page. Let’s place the title of the recipe book at the left of the FOOTER and
the page number at the right.

[1 Open the INSERT tab, click on the

W =9 - U&= Recipe [Read-Only] - Microsoft Word |A_L¢u_u FOOTER |C0n N the HEADER AND
e | | ittt s FOOTER group and select the
F T EHEPE S o S D2 e
| Lo L = [Cig =
4 Bookmark B f I
Cover B e Table | Picture Clip Shapes SmartArt Chart Screenshot Header |Footer LANK Ooter Sty e.
Page~ Pag - Art - - L Cross-refer - ~
Pages Tables llustrations Li He{ Builtin
IEE T, - - 1 2 - 0304 05 -6 7oy a ] iEkank
t
-
CONTINENTAL CHEE
Blank (Three Columns)
Header Ingredients (Metric Measurements) [
WMEd92-00E+ Recipe [Read-Only] - Microsoft Word Header & Footer Tools =R
Home Insert Page Layout References Mailings Review View Add-Ins Design @ e
=y j ‘?‘ J ElE j 5} Previous [C] Different First Page {5+ Header from Top: 127 cm B
=| = T = | r) -
e — = =3 BEl _:'[,Next [C] Different Odd & Even Pages =4+ Footer from Bottom: 1.27¢em 3
Header Footer Page Date Quick Picure Clip | Goto Clase Header
- - Number- &Time Parts - At | Header EL Show Documen t Text 5] insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close
[] |3-w‘z‘l‘l-l-ﬁ-w-ywz-\-a‘|‘4‘I-S-\-s-\‘71\-3‘\‘3‘|-1ﬂ-|-11-

| 2 The FOOTER partition is added to
the bottom of the page, enter:

Cathy’s Creative Recipes
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W Ed9-06 0

Recipe [Read-Only] - Microsoft Word Header & Footer Tools. o B 2 ]

Pagelayout  References  Mailings  Review  View  Add-ns Design

Header Footer Page Date
- *  Number~ & Tim

Header & Footer

% é ﬁ E é \ﬁl %g j‘ 55 Previous [ Different First Page EIF( 3 PI’GSS the TAB key tWiCG tO mOVG the

) 15} Next [ ifferent Odd & Even Pages | [+ Ff

e rates T SR | eader rooter 8 Link to pravious | [ Show Document Text B cursor to the RIGHT JUSTIFIED TAB

Insert Navigation Options

[ Eeeeer e e el STOP and enter the word:

Page
then press the SPACE BAR.

Footer |

Cafhy;s Creative Recipes

s

[@\Hmu_ﬁ.ﬁ\:

T

Recipe [Read-Only] - Microsoft Word e L 4 CI'Ck On the PAGE NUMBER ICOn |n

Header Footer | Page

Header & F @ | Top of Page

~  |Number-| &ime Parts~

E‘ [@ Bottom of Page
= [ Page Margin
o E

i [# FormatPage
“ ik

Remove Page Numbers /

j@l %% the HEADER AND FOQOTER group of
— the INSERT tab. Highlight CURRENT
POSTION and select the PLAIN

i
S (mj

5 Previous [C] Different First Page e
= SNext [ Different Odd & Even Pages | £

H

oo . NUMBER style to insert the current

Numbers. Plain Number

page number.

s

Plain Number

Number with no formatting or
Footer Page X accents

Accent Bar 1

Wid9-060E- Recipe [Read-Only] - Microsoft Word Header S ooten oo o B =
Home  Insert  Pagelayout  References  Mailings  Review Add-Ins Design @
3 j j E J EE j‘ [, Previous [C] Different First Page £+ HeaderfromTop:  1.27em 3 E
= = | e =| |aal mEi
= = = 5 = HE 5} Next [0 Different Odd & Even Pages | [+ Footer from Bottom: 1.27 em =
Header Footer  Page Date Quick Picure Clip | Geto Goto R Close Header
- *  Number~ &Time Parts~ Art | Header Footer &¥ Link ta Previous Show Document Text [3] nsert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close
|£| S O O O S T K AT K KN (ENES ISP IR ERNS I -
- -
i . .
; 5 Highlight all of the FOOTER text and
: set the FONT SIZE to 10 POINT and
- the STYLE to ITALIC.
= Footer |

Catlyis Creative Recipes

8-4

© Guided Computer Tutorials 2011



Chapter

9

Placing Text in Columns

When entering a page of text it is sometimes advantageous to place that text in columns.
This can make the passage easier to read and make more efficient use of the space
available on a page. Microsoft Word allows you to split the page into up to 11 columns,
each having its own margins, indents, justifications and widths. Normally, however, 2 or 3
columns are used.

Loading a Prepared Article

An article about Japan has been entered for you. It will need to be converted into
columns.

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

2 Access the WORD 2010 SUPPORT FILES.

3 Double click on the CHAPTER 9 folder to open that folder, then double click on the
COLUMNS file to load the file and select YES to the READ ONLY message.

Setting Text into Two Columns

As it is at the moment, the text is a little boring to read. Placing it in two columns can
make it much more interesting.

A Preliminary Settings

Before placing text in columns you should check that the PAGE SETUP is correct for your
system.

[w] & UDEI= Columns [Read-Only] - Microsoft Word o @ = ]

ome  msen | eyt
| "M by = =1
] | [ L) = 3
[al- = j £ Line Numbers -
Themes Margins Orientation| Size |C ns
S ] 0 = dadiughenation

EEEEEEE Mailings Review View Add-Ins

som- e e [ 1 Openthe PAGE LAYOUT tab of the
e RIBBON, click on the SIZE icon and

Themes Letter

check that the PAPER SIZE is correct
for the paper you will printing on. It
is probably A4.

e J 21.59 cm x 27.94 cm
- Tabloid
J 27.94 tm x43.18 am

Legal
21.59 cm x35.56 cm

J Executive
1841 2687 em ar honeymoon destination for couples looking for
El A3 eople, different culfures, excellent shopping and high class
= J 2:FiemicaZicm sidered a country of extremes, modern, high tech. cities to
1

lled beaches and ancient landmarks

[% fthe great cities of the world.  Busy, vibrant and exciting, yet,
in people inhabit the city, it has one of the lowest crime rates

© Guided Computer Tutorials 2011 9-1



Learning Microsoft Word 2010

@l Hw9-00F = Columns [Read-Only] - Microsoft Word o B R
Flle Home Insert Page Layout References Mailings Review View Add-Ins & 9
D L ™ >,§ Breaks ~ |4 watermark ~  Indent Spacmg x| Bring Forwa |= Align -
E: ¥ Line Mumbers + | ] Page Color~ | £E left: O cm = *, = Before: 0 pt = Ba 1H
Themes Margins | Orientation Size Colu
- @ - - - - bE . | ] Page Borders

e 20 Click on the MARGINS icon and
e % ——————=  check that the margins are set to
J;U NORMAL.

Left: 1.27em  Right: 1.27 em

| Themes || Mormal ﬁ
E m Top: 2.54 an 5

Maoderate
D] Top 2.54cm  Bottom: 2.54cm
Left: 191em  Right: 1.91cm & i 5 5
ming a very popularhoneymoon destination for couples looking for

B Setting the Columns

@| H2-00QE- Columns [Read-Only] - Microsoft Word
Home Insert Page Layout References Mailings Review View Add-Ins

',f; Breaks = 1) watermark *  Indent

aliumbers ~ @Page Color~ | EELeftt 0em =

=01 1 Click on the COLUMNS icon in the

[ ey
O = OJENS
Margins Orientation Size |Columns

Page 5¢
e | PAGE LAYOUT tab and select TWO.
E= Two
SE5| Three
= avery popularhoneymoon destinati
( -
S e ] 2 NOtIFe th'at you have two separate
bome st [ reoriayon | Metmmues Mo imimw  View pts sections in the Ruler. The cursor is

in COLUMN 1 at the moment so its
INDENT MARKERS are dlsplayed

j B D [ Ij = Breaks ~ [&] watermark »  Indent
=l (Al = $RALine Numbers - | ] Page Color - | £E 15
Themes @ Margins Orientation Size Columns

- - - - b~ Hyphenation ~ Q Page Bogg
Themes Page Setup

-1‘|-é-|‘1-‘|‘2-\I-3-|‘I4-|‘5‘w-a‘l-yt,l{ | B
Japan is becoming a very popular far north bef
honeymoon destination for couples Circle expe 3 The teXt ﬂOWS down COIumn 1 ﬁrSt

looking for beautiful scenery, fnendly
people, different cultures, excellent

shopping and high class restaurants
It can be considered a country of

then into column 2.

centigrade.

remote hideaway: oiled beaches

and ancientlandmarks.

There are numerous four packages
available and we have brochures

detailing each. Most tour operators
Tokyo, the capital is one of the great offertrips from 6 to 15 days, with at
cities of the world. Busy, vibrantand least a day in Tokyo. Other highlights

s 5041302 11 el |
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( o A
WHAH9-S0E - Columns [Read-Only] - Microsoft Word 4 CIICk the cursor in any part Of
Home Tnsert Page Layout References Mailings Review View Add-Ins COLUMN 2 and that column nOW has

D =Y Ij J V=) Breaks + |2 Watermark *  Indent 5
L—)‘ £3 Line Mumbers ~ @Page Color~ | £Z Left: [0 cm = : actlve Indents_
Margins Orientation  Size  Columns ~ . i | 4
S 4 5 ~  bE Hyphenation ~ | [0 Page Borders | 2 Right: 0 cm g 1+
Page Setup % | Page Background Paragraph
7 —
| R T I I [ N N - . O - X [ . NN TR TN ST < |
& : I : : .
. -
Japan is becoming a very popular far north peing closer to the Arctic
honeymoon destination for couples Circle experiences cooler
looking for beautiful scenery, friendly temperatures than the rest of the =
people, different cultures, excellent country - the average summer
shopping and high class restaurants temperature is around 20 degrees

5 Save the file in your WORD DOCUMENTS folder under the file name:
Columns

Remember to turn off READ ONLY RECOMMENDED.

C Justifying the Text

Text in columns usually looks better justified. That way all sides of the columns are
straight.

MEAY-60E- Columns - Microsoft Word - @ x
vome. [ T -0
] : - #Find -
2 g |[menevron-fiz Aav 20T samscen: AQBDC | ABbCeDe | AaBbCeDI AaBbCC = % £ Reploce
te o | B LD x, X' & - A - - Emphass Heading | Thomal | Swens  Subtie - Change :samv
_CHVJVJBEM Fon ] Styles ol Editing
5 Japan is becoming 2 very O is around 20 degrees
5 honeymoon  destination  for  coupl®
7 looking for beautiful scenery, friendly s
F people,  different cultures,  excellent
o s e et it G e e 1 ress +A to the
. be considered a country of extremes
o modem, high tech. cities to remote
: Iy oo b s text and use the HOME tab to set
q landmarks. O
3 and the numerous coral beachSH
o Tokyo, the capital is one of the great cities fre T e et e A the FONT to TIMES N EW ROMAN,
3 of the world. Busy, vibrant and exciting, tours offering surfing, windsurfing, scuba

the FONT SIZE to 12 POINT and the
ALIGNMENT to JUSTIFY.

2 Remove the highlight by clicking the mouse button with the I-BEAM over the text.
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wWd2-00EI- Columns - Microsoft Word o B R
Home Insert Page Layout References Mailings Review Wiew Add-Ins [~ o
(=] = Ruler © L | One Pag |
Bl @B (== R B = B B = =
[ Gridlines ] Pages =2
Print |Full Screen Web  Outline Draft . Zoom 100% ew  Arrange  Split Switch Macras
Layout | Reading Layout [T Mavigation Pane =l Page Ngth | wW\gdow Al Windows = -
Document Views Show Zoom Window Macros
N\ =
81 161 141 121 [ r—|

1 d

v g

3 Open the VIEW tab of the RIBBON
and click on the ONE PAGE icon to
preview the page.

[ 1260 Jesr 1221 i200 1181 1161 1141 1121 1100 181 161 141 121 1|1 ‘Zlﬂ

4 Notice that the columns are not
even. A COLUMN BREAK can be
inserted to level them.

5 Return the ZOOM to 100%.

D Inserting a Column Break

A COLUMN BREAK takes the text to the top of the next column. It is a similar to inserting

a PAGE BREAK.

V. BMIAEN]. Ods 4 diveise rdnge ol
shops, including manv showing the
methods of ancient craftsman. Virtually
all the countryside has a natural beauty
whether it be the temaced hillsides. the
lush vegetation, extinct volcan
crater lakes. Thev le; raveler with

Wlthough Japan is a small country there
are enough differences in latitude and
longitude  to  produce significant

8 17 1 15 14 g r]

Wd9-00E- Columns - Microsoft Word o B R
File Home Insert Page Layout References Mailings Review View Add-Ins [~ e
I =] Ruler (5] 5 [dlone Page | [0 View S
Bl B @ (== 7 R e & B B =
[ Gridiines (33 Two Pages [E) =
Print | Full Screen Web  Outline  Draft e Zoom 100% i Mew  Arrange  Split Switch Macros
Layout| Reading Layout [ navigation Pane (=) Page Width | window  All 214 Reset Window Windows * =
Document Views Show Zoom Vs
e - S —r—w-—w | | Position the cursor at the beginning

of the last paragraph in the first
column which starts ‘Although Japan
is a small country"

9-4

© Guided Computer Tutorials 2011



Drawing Tools

Chapter

10

Microsoft Word provides extensive DRAWING TOOLS that allow you to enhance the
appearance of your documents. You can use these tools to assist in the creation of
detailed publications, newsletters, company logos, etc.

Drawing a Rectangle

The DRAWING TOOLS are contained in the ILLUSTRATIONS group of the INSERT tab of the
RIBBON. Let’s start by drawing a rectangle.

1 Load Microsoft Word or close the current file and start a new BLANK DOCUMENT.
@“ ™ O NEI- Document3 - Microsoft Word
“ Home Insert ggoe Layout References Mailings Review View Add-Ins
[B) Cover Page ~ ] B3 [l i1 2 Open the INSERT tab of the RIBBON,
|} Blank Page ij M aa p

» Table
’,:;: Page Break -

Pages Tables

Ficture Clip |Shapes TWam™

click on the SHAPES icon and
select the RECTANGLE shape from

Recently Used Shapes

[ = . . E@E AL

B~ 7 RECTANGLES section.

Lines

BT

DDQDDDD

BwSic Shapes
O0O000O®
®GoJOr Ly g

WH9-6 A5+ Document3 - Microsoft Word |_‘;:_-¢-'____,U_._.;|
Home Insert Page Layout References Mailings Review View Add-Ins | Format
E~NOe - = +| & shape Fill - A |1} Text Direction
A—|_—L'E:>G 5 - Abc ﬂ ~ | IZ shape Qutline - W & L;f]AI\gnText'
IR IAR R 3 | |7 | = Shape Effects ~ :z 5 52 Create Lin
Insert Shapes Shape Styles Fl (
oo .| 3 Drag arectangle near the top left of

the screen and the RIBBON changes
to show the DRAWING TOOLS -
FORMAT commands.
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Resizing Shapes

Notice that the rectangle has‘handles’ (small shapes) around it. These allow the
rectangle to be resized. The circular‘handles’ at the corners allow for diagonal resizing.
The square ‘handles’ at the centre of the lines allow for either vertical or horizontal
resizing. The green‘handle’allows you to rotate the shape.

W EH9-60E - Document2 - Microsoft Word ‘_,-_L.u_,u_._._|
Home Insert Page Layout References Mailings Review View Add-Ins \ Format i

B~ wE®E < ﬂshape Fill = . A ||f4 Test Direction

A1lLd o - E . L_f/'Shapa Outline ~ & ] Al

A IRAR S 15 } Shape Effects = = Create Li

Insert Shapes Shape Styles Text

N T ﬁ CE ) " X

~ Move the pointer over the bottom right

v corner ‘handle’ until the pointer changes
. to a diagonal line with arrows at each end
" then drag the corner‘handle’towards the
. centre of the rectangle to reduce its size.
Drawing Other Shapes

You can select other shapes from the INSERT SHAPES group of the DRAWING TOOLS
- FORMAT tab of the RIBBON or return to the INSERT tab of the RIBBON and use the

SHAPES icon.

Document3 - Microsoft Word

wWH9-00E-

B\ NEe "
ALLD LG B
PIAS R S

Insert Shapes

Mailings

| &4 shape Fill -

ﬂ - D/Shapeouthne
~| ) Shape Effects

Insert Page Layout References

w | WordArt Styles

p
1 Draw some lines, arrowed lines and ovals

by choosing the LINE tool, the ARROW
tool and the OVAL tool in turn from the
from the INSERT SHAPES group.

| I A W S I S N SO T WO RO W S-S S S ACR RO SO O IO 1 I ¢ WIS + RIS F KIS = DD
t g : g : g g
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Drawing Tools

MHd92-S0EI= Document3 - Microsoft Word Drawin el P |
Home  Insert  Pagelayout  Refersnces  Mailings  Review  View  Adddns Fon 2 Hold down the SHIFT key as you
B .Ee @[ K- - | & shape Fill - A |l Text ©
s1L30c- 8 . | 2 smpecutn = =  draw an oval then a triangle. Only
=5 b J Shape Effects - &5 Create o o
— e -]  perfect circles or perfect triangles
s ~— 1 willbepossible.
s A
NOTE: i The SHIFT key causes all sides of an object to be the same
size.
ii All objects created using the DRAWING TOOLS can be
resized using their ‘handles.
Objects

Each shape drawn in Microsoft Word is said to be an OBJECT or separate entity. You
select an OBJECT by placing the pointer over the OBJECT and clicking the mouse
button. ‘Handles’around the OBJECT tell you that it has been selected. The OBJECT can
then be deleted, resized, copied or moved. (You've just seen how to resize.)

A Deleting Objects

1 You should have a number of OBJECTS on the screen at the moment.

© Guided Computer Tutorials 2011
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WEH9-00E5-

B\ NEe | &
AL L=2L 06 B
% NN s

Insert Shapes

Document3 - Microsoft Word

Insert Page Layout References

aﬁ

Shape Styles

Mailings

L shape Fill -

Review

D’Shape Qutline =
) Shape Effects =

View

Add-Ins

e L Text D
2 [=] atign |

w | WordArt Styles

= [EOER

> @

2 Click the mouse button with the
pointer over an OBJECT to receive its

R - 10 -2 1304 S+l cG 17l +@c 19 101 ]
t g : g : g

‘handles’

NOTE:

If an object is filled you can click on the centre of the object to

select it. If the object is not filled you need to click on the border

3

of the object away from a‘handle’.

Press the BACKSPACE key and the OBJECT will be removed.

(4 Click on the arrow next to the UNDO

ST Clear

rt Page Layout References Mailings Review

oy Insert Obj
7j Insert Object

EE IR r—

View

Add-Ins

.
A

iow AaBbCcDe

SRR TNormal | TMo Spaci.. Heading1 Heading 2

<step> icon in the QUICK ACCESS
TOOLBAR

5 AE- — - | R soa
e T e T 5 Alistof the steps you have done is
e \ provided with the last one listed first
down to the first object you drew.
Select CLEAR to remove that step
- and return t he object to the screen.
e p
NOTE: i Ifyouselect more steps from the UNDO icon, more steps will
be removed. Pressing CTRL+Z will also undo previous steps.
ii The CUT icon from the EDIT group of the HOME tab can also
be used to delete OBJECTS.

10-4
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Inserting Images Into Documents

Chapter

11

Microsoft Word has its own library of graphics, called Clip Art, which can be inserted into
documents when required. You can also insert graphics created in other programs such

as Adobe Photoshop, Adobe lllustrator, Coral Draw or Paintbrush Pro.

Inserting a Clip Art Image

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

WH2-OOQF= ) e B .
eeeeeeeee - and click on the CLIP ART icon.
? ;D B z j Iﬁl rj_l L|_‘J 2 = = ignature Line = quation ~

= Table Picture | Clip | &5 Smal
= | Art

E
Pages Tables Hlustrations Links Header & Footer Text Symbols

2 Open the INSERT tab of the RIBBON

L & : : : : - - ] L ! : E XS O, " 18+ [ Clip Art
“ | search for:
o Results should be:
p [ media file types N
e ‘ il i

opened at the right of the screen.

Clip Art v X

Search for:
|Anima\s |

Results SM

All media file bypes

Include Office, com content

rl 3 The CLIP ART TASK PANE will be l

4 Enter ANIMALS in the SEARCH FOR
box, click on GO and a list of animal
pictures should be provided.

that is searched for.

—

NOTE: The SEARCH FOR box allows you to enter a search for Clip Artin
the Clip Organiser and the RESULTS SHOULD BE box allows you
to set the type of media (Clip Art, Photographs, Movies or Sound)
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Wd9-6 0=

DEIEE]

p
...| 5 Move the pointer over an image,

click on the arrow that is added next

Document4 - Microsoft Word
Home Insert Page Layout References Mailings Review View Add-Ins
arrections * 13 — — e =4
- o By | | || ﬂ‘
) Artisti -
djust
G

to it and select INSERT to place the

image on the page.

Insert

B2 Copy

NOTE: You can double click on the Clip Art image itself to insert it if you

do not want to see the other options available.

Changing the Size of the Image

You can change the size of the graphic as you did for shapes by dragging the ‘handles’ or

by using the SIZE group of the RIBBON.

Documentd - Microsoft Word

WiHd9-6 0S|

Picture Tools

Home Insert Page Layout References Mailings Review View Add-Ins Format

» % Corrections ,;i — N

] Artistic Effects - %g -

Adjust Picture Styles

& Picture Borde;
= Picture Effects|

{&Colur' - ; ;i j‘ ; ‘ d -

= ‘*‘F; Picture Layout|

B R e e S SR B T B RS EEEE ST T R ERRET

1 Move the pointer over the bottom

right‘handle’and drag it down and
to your right to increase the size of
the image.
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2 You can accurately resize an object using the SIZE group in the PICTURE TOOLS -

WHA9-60E- Document4 - Microsoft Word o B =
Home  Insert  Pagelayout  References Mailings  Review  View - @
uw 3 1 BiwigEdivai o M
) 1 Com B — — =] e e — 7] e I'. g_ﬁ 2l 4em <
= gy o By |l || ] ] el el e s s o T .
Background | (ol Artist R e R L T ST , vl
Adjust Ficture Syl Arrange size o
[EraEn e P R R R I A T S TN VEN WGP I E NS IS Y.~ (|| - x
— : - : - :
- < Searchfor:
o Animals o

3 With the image selected, enter 4 cm
in the SHAPE HEIGHT box in the SIZE
group of the FORMAT tab and press
<enter>.

NOTE: Theimageis resized and the SHAPE WIDTH box in the SIZE group
adjusted in the same ratio to keep the image size proportional.

(4 If you want to adjust the size of an

image in more detail, click on the
arrow at the right of the SIZE group

WH9-6 05+ Documentd - Microsoft Word Ficture Tools.
e e O v vy el : to display the SIZE dialogue box.
o Comrections ~ & —

Rem -.; (&Co\a & ‘ v Crop =7 A\

Background | [l Art fects - Bg ~ Bt Selection P o i3 ‘Ji4.37 m
| B 1J-w & T PECEIDF] 4 5 GREIRE: g 9 10 FT B T4 13 L 1 [EF] 3 T[IipArt - v X

il Search fori

}

- Results should be:

- Height | all mecha il types v

- @ absalute [4cm 3 [¥] Include Office,com content

- Width [ I

= @ absolte  (4.37cm 3

; I 5 LOCK ASPECT RATIO can be turned
: e N off if you want to adjust the size of
the image to specific dimensions

j, then click on OK.

. Original size

NOTE: Lock Aspect Ratio ensures that the proportions of the image are

always kept the same so that the image is not distorted.
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Picture Adjustments

The appearance of an image can be adjusted using the icons in the ADJUSTMENT group.

A The Colour Command

The COLOUR icon allows you to set the colour style of the image.

T N EEl= Documentd - Microsoft Word Picture Tools. = B8R
Home Insert Page Layout References Mailings Review View Add-Ins Format & e
ions > Wl 2 pi . j ﬂ i - B Y
- 1 Corrections =y p— — _l — [— — Picture Border [F] o [k EBring Forward I:'l. 4 7’\] E—

Fiomn g Calor + By il il el il ol el - Ficureteds - Send Backward ~ [f - =

Remove e d i Position | Wrap i o Cop =2137em X

ckoround |2 Atistic Effects - %~ = | 52 picture Layout - - | text- | ByWection Pane  Zh- |

Adjust Picture Styles & ] 1ntine wi\gext size

| R Y O N R I RO S NS N S SN IO N SRS VRS ¥ WIS S KRN C RN Y. -

[ Top and Botto

B Behind Text

1 Click in the WRAP TEXT icon in the
FORMAT tab and select SQUARE then
move the image to the right of the
screen.

NOTE: Moving the image to the right of the screen will allow you to see
the adjustment effects that can be applied to it.

WE9-6 0= Document4 - Microsoft Word l_;-;mu_u!,l;g,_‘| = = R]
Home  Insert  Pagelayout  References  Mailings  Review  View  Add-Ins _Furmal_(z Click on the COLOUR icon in the

% Comrections » 1 ) - § — L Picture Bord

Y g o =4 o4 ol o8 = e PICTURE TOOLS - FORMAT tab then
— A Y move the pointer over some of the
colour styles and select one.

Pesults should be:
[l media file types |

Include Office. com content

i More Variations 3
Set Transparent Color

)
e
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