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Course Basics

Toolbars

The Title Bar

o The title bar is displayed along the top of almost all program, folder and dialog
box windows. It is used to display information such as the name of the
application (or folder) and the documentyou are working on. Information which
is displayed here may vary. The example shown illustrates the title bar for a
program called Microsoft Word, in which a document called Documentl has
been opened or saved:

il Document1 - Microsoft Word

File Edit “iew Inzet Fomat Toolz  Table “Window  Help

The Menu Bar

e The menu bar is located under the title bar, and contains a series of drop down
menus. The example shown illustrates the Microsoft Word Menu Bar:

FEile Edit “iew Inzert Format Toole Table 'Window  Help

To execute Menu commands

o "In most cases,/you are asked to use /the mouse to execute a series of menu
commands (e;g., File > Save As). /What this means is that you selectFile from
the,main menu, followed by Save As:

| E iew  Insert or Tono T able W Help
| Save Az %JE El e | ¥ iz} <t er v Cu -
[ Page Setup... | 2 | 3 \
&b Prirk..  ChlsP ' ' ' ' '
Properties
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The Tool Bar

e The tool bar contains a series of icons, which allow you to achieve a desired
effect as quickly as possible. In the example shown, taken from the Microsoft
Word Formatting toolbar, to make the selected text bold, you would click on the

Bold icon:

Formatting

24 Momal +Bold = Times Mew Roman = 12 = %j" U % %

1l
1L
i
i
]
)
>

-

+
+

The Status Bar

e Most application windows have a status bar displayed along the bottom of the
window. In the example illustrated, taken from Microsoft Word, the status bar

conveys information about the page within the document which you are working
on, along with other relevant information:

Page 1 Sec 1 13 Ak 1.3 Ln 3 ol 1 REC TRE ExT ©OWYR English

The Scroll Bar

e When a program or folder needs to display information within a window, two
sets of scroll bars may be displayed along the bottom and right side of the
window. By using the scroll bars it is possible to move to any position within a
document and also work on a document many times bigger than your physical
screen size.

TO0 moveWp and down withimiaw ind ows(usingfthe scrollfbar)
o _Toyscroll upwards 'in.a window, click on the upwards-pointing arrow at the top,of

the vertical /screllgbar:
e To move downwards in a window, click on the downwards-pointing arrow at the

bottom of the vertical scroll bar:

To move right to left within a window
e To move to the right-hand_side of a window, click on the right-hand arrow on

the horizontal scroll bar:
e To move to the left-hand side of a window, click on the left-hand arrow on the

horizontal scroll bar:
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File Management

Opening Files
e From the main menu, select File = Open command or click on the Open icon
and select the required file from the dialog box displayed:

Eile | Edit “iew |nzert Format Toolz  Table b
[ Mew.. Ctrl+H
|I#. Open... [ Chil+0 |
r‘\‘}
Cloze
Open | 7] x|
Lock in: |3Mynocunarts 31—-|QXE‘,v‘I’nd_s'
Mame
3] [Se
(53 My eBoak
Mooy | By e

= .3 My Pictures
\ﬁ I My Received Files

< | |

File namme: I ;I Cpen
Files of kype: |n|| Files (*,*) ;| Cancel

or on.

Saving Files

To save a new document

e From the main menu, select File > Save command or click on the Save icon
and from the dialog box displayed select the required folder. Enter a file name
and then click on the Save button:
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m Edit  “iew Inzett  Formmat  Toole Table
[ Mew.. Citrl+M
= Open.. Cirl+0
Cloze
|H Save [} Chil+5
5
Save Az

o After you have saved the file for the first time, clicking on the Save icon will
automatically save your document with the filename you gave it. It does not
give you the option to rename.

To save a document under another name and/or location

¢ The Save As command can be used to save a file under a different name, to
save a file in a different word processor format, or to save a file to a different
drive and/or folder. From the main menu, choose File > Save As command.

Note: The File = Save As command will rename the document on the screen
so that you can keep the earlier version, as well as saving any changes you have
made.

To create a new folder in which to save your document

e Click on the Create New Folder icon, displayed within the Save As dialog box.
e This will display the New Folder dialog box. Enter the name of the new folder,
and then click on the OK button:

=
&i File name: INew Dacument, doc

My Network -

Places Save as bype! IWurd Document {¥,doc)

Note: The folder will be created under the current folder.
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Closing Files

¢ Click on the Close Window icon displayed at the top-right of the document
window. Be sure to click on the Close Window icon, (as opposed to the Close

icon):

Type a question for help |+ |§|

Cloze Window

Installing the Sample Files

e Use Windows Explorer to create a folder called Word 2003 Intermediate
Samples, in the My Documents folder.

o If you are installing the sample files from the CD-ROM, place the CD-ROM in the
CD drive and copy the files from the
word_2003_intermediate__usa\exercise_files to the My
Documents\Word 2003 Intermediate Samples folder.

o If these files have been copied to your network server, then ask your
trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.

¢ Notes for tutors:
The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may require
modification within a Windows mutliuser environment. Where possible pre-
install the relevant work files prior to use by students/delegates.
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Templates

When you have completed this learning module you will have seen how to:

Use Templates

Access Library Templates

Access Microsoft Templates

Use the Normal Template

Create a Template from an Existing Document
Create a Template from an Existing Template
Modify a Template

Use a Global Template

Use Styles

Create Styles

Apply Styles

Modify Styles

Organize Styles

Create a Template

Using Templates

A template sets what text, formatting and graphics will automatically appear in
the new document. The template is a base pattern of content for a document.
Templates can be created for expense reports, status reports — any document
that is used repetitively.

Templates not only save you time, they allow for a custom editing
envirenment, store tools to'edit a document'éffectively, store Styles, store
automated macra procedures, and store AutoText boilerplate text.

Aecessing Library Templates

The built-in Template Library gives you access to more than 40 preset
templates from within Word.

From the main menu, choose File = New to open the New Document pane,
and click on On my computer to open the Templates dialog box:
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Templates
Publications I Reports I ‘Weh Pages I
General | Leqgal Pleadings I Letters & Faxes I Mail Merge I Memaos I Cther Documents
= — Preview
web Page E-mail

Message

Preview not available.

Create Mew
’7(: Document § Template
Templates on Office Online | [o]4 I Cancel |

The various template tabs allow you to select and use templates to create
Letters, Faxes and Memos, do a Mail Merge, etc.

Most of the templates have built-in directions that cover where to enter
information.

N Accessing Microsoft Templates

Word 2003 has streamlined the process of viewing and accessing Templates
from the Microsoft Website.

There are other templates available from the Microsoft.com Website.

From the main menu, choose File = New to open the New Document pane,

and click on Templates on Office Online to link to the Microsoft Office
Template Gallery through your Web browser:

FOR USE AT THE LICENSED SITE(S) ONLY
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e Browse the template categories to locate the required template. Categories
vary from Marketing to Publications and Education.

o For a preview of the template, click on the category, then the name of the
template. In this example, we selected Schedules or Planners > 2002 event
or project planner:

Tenplates 1-23 of 23, sorked alphabetically Page: [1]

2002 employee vacation schedule

2002 event/project planneaﬂ-pq.)

2002 weekly appointment h\:ﬂgk (53-pp.)

e The preview page will be displayed:

—— = [ [

e 2002 event/project planner (1-pg.) Hel
Fye— Templates > Calsrddars and Planners > Schedules and Planners

Trainir o 113K (<1 min i 56 Kbgs)

Templates e sion; Reuines Word 202 of later

o Art and Media Druriasd tow_|

Downioads

Ciffics Marhatplace ] whoed template Template2of 23 & hest o
Product Irformation |

Things Ta Do

Suggest a temglate.

Get our newsletter Event schedule planner

Give s Feedback

e Click Download Now to open a Terms of Use page:

T
: : nabled in your re you will be able
) oad from this s e routed back to thi
: i nloading, ple kies in your brows
El F E R DR MICROSOFT OMLIME © T
T : is End-User License Agreemi "ELLA") is a legal
g e ithe individual person or a singl

technology that displays t o < A
ernet-related services (the "Software"). Far purposes

Printer-friendly warsion

By clicking on the Accept button below, you are accepting the Terms of Use. To
decline the Terms of Use for any reason and discontinue your download, click
Decline.

| DDWI’I'IIIEIEI Mo l Accept Decline

e Click Accept:
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Accept

e When you access the site for the first time, a Microsoft Security Warning
dialog box will ask your permission to install and run Microsoft Office
Templates:

Security Warning
| Do you want to install and mn “Microgoft Office Template
and Media Control” signed on 15/07/2003 3:50 AM and
distributed by:

Microgoft Corporation
Publizher authenticity verified by Microsoft Code Signing
Caution: Microsoft Corporation asserts that thiz content is

zafe. ou should only ingtall/view this content if you trust
Microzoft Corparation to make that azsertion.

[ &lways tust content from Microsoft Corporation

e | Mo I are [nfa |

e Choose Yes, and then the template status can be previewed in the browser
window.

The Microsoft Cffice Template and Madia Control has been successfully
Status

installed.
Conkinue [ !

o Click Continue to open the template in Word. Editand use as required, then

oy Pty e em e
1 VA1
e it M e s TGt

Endings
Jo | 0213 jo
Jv | (Himle o

LR GE L]
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Using the Normal Template

e The most basic template (and the first choice when launching Word) is the
Normal template, or Normal.dot file.

e This template does not have any text or pictures stored within it, but it does
store any new Styles, AutoText entries or Macros that have been created in
past documents.

Creating a Template from an existing document

e When you create a new document, you may realize that it could be useful for
a different client or project at a later date. At this point, you can create a
template based on this existing document.

To create a Template from an existing document

¢ Make sure that the document opens.

e Edit the document to remove any client or project-specific data that should not
be carried over into the template.

Confirm that all Styles, AutoText Entries, Macros, toolbars or keyboard
shortcuts are set up correctly.

From the main menu, choose File = Save As.

In the Save as type field, select Document Template:

Save As [ 7] ]
savein: [y work Tl e-m QX Ly - Tos

O

My Recant
Dacuments

Deskbop

Py Docul

My Comy

S SPE word Document -

{Web Page, Fitered -

Rich Text Farmat |
Plain Text

e The Save in field will alter to show the Templates folder where the new
template will be saved.
¢ Name the new template in the File name field.
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e To have the template appear in the General tab of the Templates dialog box,
just click Save. To have the template show in a different tab, double-click on
the applicable folder and click Save.

Selecting a Template from the Templates dialog box

¢ In instances where you do not know how to create a template, but Word may
have the appropriate template, use the Templates dialog box.

To select a Template from the Templates dialog box

e From the main menu, choose File > New to open the New Document panel
Click on On my computer to open the Templates dialog box.

Select the required template. The Preview area will show a thumbnail image of
the template.

Select the Template option in the Create New options area:

—Preview

—Creake MNew

(g Document

This will create the item as a template rather| than a one-time document.
Click OK.

The new template will open. Make any adjustments if needed, and save with a
different name under a different folder.

Modifying a Template

e The templates in the Template Library and on the Microsoft.com Website
cannot be altered until they have been saved in an alternate folder on the hard
drive with a different name.

e Once saved, open the template, and make any alterations required.
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To save a modified Template

From the main menu, choose File = Save As to save the template as a
template file.

Confirm that Document Template is selected in the Save as type field.
Once all selections are set and confirmed, click Save.

Using Global Templates

The Style and settings in a Global Template are available for use in any and
all open documents. Normal is the primary Global template, but other global
templates can be added.

Create a Global template when third-party macros need to be available to all
documents, but you don't want to have to copy the macros into the Normal.dot
template

OR create a Global template when a set of macros, Styles, or AutoText entries

need to be available for use in all documents within one session, but don't need
to be available for all sessions.

Note: This is useful when editing invoices only once a week.
The global template can be used for that specific time, without having

unnecessary tools and macros being in the way within the Normal.dot
template.

Styles

Using“Styles

A Style is a variety 'of formats that can be set at the same time to one or more
paragraphs, or characters.

Instead of applying formats one-at-a-time through the toolbar button,
keyboard shortcuts or dialog box, select a Style and Word will apply it to all
formatting automatically.

Styles are connected to templates, since a template creates a pattern for a
document that contains not only Styles, but also text, graphics and other
automated tools.

There are two different Styles: Paragraph Styles and Character Styles.
Paragraph Styles allow you to control the format of a whole paragraph. Any
manual formatting that happens to a paragraph can be applied as a Paragraph

FOR USE AT THE LICENSED SITE(S) ONLY
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Style.

The features found in the following dialog boxes can be added to a Paragraph
Style: the Font dialog box, the Paragraph dialog box, the Tabs dialog box, the
Borders and Shading dialog box, the Set Language dialog box and the
Bullets and Numbering dialog box.

e Character Styles allow you to control the format of only base characters, like
attributes of a company name, or address in a template. Character Styles can
only be applied from the Font dialog box, Borders and Shading dialog box and
the Set Language dialog box.

Creating Paragraph Styles

e Format the area of text, and select the text.

If not already open, from the main menu, choose View > Toolbars >
Formatting to open the Formatting toolbar at the top of the document.
Click inside the Style drop-down menu in the Formatting toolbar:

zﬂ Bulleted, Symbr -

The Style currently named in the field will be highlighted.
Enter a new Style name in the Style field, and press Enter.

To create a Paragraph Style from the New Style dialog box
e Select an area of text that the new Style will be based upon.
e From the main menu, choose Format > Styles and Formatting.

o Atithe top of thegStyles and Formatting paneselick the New Style buttengte
openithe New/Style dialog box:
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Hew Style
Propetties
Marne:
Style bype: IParagraph j
Style based on: I 11 Mormal j
Style For Following paragraph: I 1 Style2 j
Forrmatting

I g

sample Tatt Sample Tort Sampla Toet Sample Toct

Mormal + Font: (Default) Arial, Bold, English {U.5.), Centered

[™ add to template

[ automatically update
Farmat ~ | Ok I Cancel I

Enter a name for the new Style in the Name field.
From the Style type drop-down menu, select the type of Style being created
Paragraph, Character, Table or List.

Apply any additional formatting as required, from font to line spacing.
e Click OK.

Applying Styles

To apply an existing Style from the Styles and Formatting pane
F

. the main menu, choose Format > Styles and Formatting to open the
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 Styles and Formatting - x

CIEA A

Formatting of selected text

« Bulleted, Symbol {symbol)

Select Al | New Style.. I

Pick formal to

Clear Formatting
Body Text 1
FollowedHyperlink a

Footer 1

Header 1

-

Showe: | Avalable styles :

Cal REC TRK EXT OVR g

¢ In the Pick formatting to apply area you can scroll through various Styles.
Either select a Style, or select All Styles from the Show drop-down menu to
find a Style not listed.

To apply multiple Styles at the same time

e The AutoFormat feature will apply built-in Styles, allowing you to write a
document without having to pause to apply independent Styles.

e From the main menu, choose Format > AutoFormat to open the AutoFormat
dialog box, and select the Options button:

AutoFormat EHE

word will automatically Format
“word_2002_Inkermediake_manual”,

% autoFormat now

™ AutoFormat and review each change

. General d

e This will open the AutoCorrect dialog box:
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AutoCorrect [ x|

AutaCorrect | AutoFormat As You Type
AukoTest ; i

Smart Tags

Apphy
¥ Built-in Heading styles ¥ Automatic bulleted lists
IV Lisk styles V¥ Other paragraph styles

Replace
[V "straight quaotes" with “smart quotes”

V' Ordinals {15t} with superscripk

IV Eractions (1/2) with fraction character {14)
¥ Hyphens (--) with dash (—)

IV *Bold* and _italic_ with real Formatting

IV Internet and network paths with hyperlinks

Preserve
V Styles

Always AukoFormat
™ Plain besxt WordMail documents

K I Cancel

e Select the AutoFormat tab.

¢ From the Apply options, select the type of Style that Word will be applying to
the document: Built-in Heading Styles, List Styles, Automatic bulleted
lists or Other Paragraph Styles.

¢ From the Replace options, select which typing Styles will replace the manual
typing in the document.

e Click OK.

Modifying Styles

Je alter a"Style quiicKly

o “Alterand rearrange the applicable text, settingsthernew format.

e, From the main‘menu, choose Format = Styles and Formatting to open the
Styles and Formatting pane.

¢ In‘the Styles and Formatting pane, selectthe original Style name.

¢ Right-click on the name and from the pop-up menu, select Update to Match
Selection:
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Body Text 2 E

Select All: Mot Currently Used

Madify...

Delete. ..

Update ko Match Selection

To alter a Style with the Modify Style dialog box

¢ From the main menu, choose Format > Styles and Formatting to open the Styles
and Formatting pane.

o Select a Style to be modified from the Pick formatting to apply area, right-click
over the Style name, or click on the arrow to the right of the Style name.

e From the pop up box that appears, select Modify:

Pick formatting to appl

Clear F ormathing =
Heading 1 o

Heading 2 1

| Heading 3 Hl

Select All: Mot Currently Used

| Madify. .. h|

Delete. .. LI

Update to Match Selection

e This will open the Modify Style dialog box:

Maodify Style [ 2]

Propetties

otrinal

Sampie Tawt Sasapie Taxt Saspla Taxt Sasple Tarr Sasple Tert Sasple Terr
Sampie Tew Ssapie Tert Sample Text Sasple Terr Sdsple Text Sasple Tert
Sampte Test Sasapie Tert Sasple Temt Sasple Temm Sasple Text Satple Teat
Tample Tewt Sasple Taxt Sasple Tart

Font: {Default) Times Mew Roman, 12 pt, English {U.3.3, Left, Line
spacing: single, Widow/Orphan control

™ addta template [~ automatically update

Farmat ~ | Ok I Cancel I

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 23 - Word 2003 - Intermediate Level Manual

e The selected Style name will appear in the Name field, the settings for the Style
are listed within the Description area, and the appearance of the Style in the
documents can be seenin the Preview area.

e When a Style is altered, the alteration is applied throughout the existing
document wherever the Style was used. If the altered Style is added to a
template, all new documents based on the templates will contain the change.

To have the Style alteration applied immediately
e Save the template that the Style was altered in.
e Open a document that is from the template with the altered Styles.

e From the main menu, choose Tools = Templates and Add-Ins to open the
Templates and Add-Ins dialog box:

Templates and Add-ins HE

Templates | #ML Schema I XML Expansion Packs | Linked 35 I

Document kemplate

Mormal Attach...
™ automatically update document styles %

I attach to all new e-mail messages

Global templates and add-ins

Checked items are currently loaded. Add. .. |

=l
Remove |
=
Full path;
Qrganizer. .. | 0l I Cancel |

s "Select'the Automatically update document Styles checkbox.

e  Click OK, and Word will update the document and reformat according to the
Style,alterations.

Organizing Styles

e From the main menu, choose Tools > Templates and Add-Ins to open the
Templates and Add-Ins dialog box.

¢ Click the Organizer button to open the Organizer dialog box:
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Drganizer HE
Styles | fukoText | Tookbars I Macro Project Items |
In Document: To Mormal:
™ Copy »» Default Paragraph Font ___AJ
———~JHo List
Delete hormal
— | Table Normal
Enphass _Benane.. |
List Bulet 2 = =
Styles available in: Styles available in:
|Document1 (Document) ﬂ |Normal.dot (global template) ﬂ
Closa File | Clase File I
Desctiption
The font of the underlying paragraph style +
Qrganizet. ..

In the Styles tab, the window on the left shows all Styles that are within the
current document, while the window on the right shows the Styles that match

the normal template.

Select a Style from either window

OR click Copy, Delete or Rename to alter and organize the Style as required.

Click the Close File button under either window, the window will go blank and

the button will alter to say Open File:

Organizer

Shyles | AutoText I Toolbars I Macro Project Ikems I

In Mormal;

2 e | o
Delete |
Bename... |

Table Maormnal

Shyle lein:

tormal. dok 1 global kemplate)

Close

Click the Open File button, and the Open dialog box will appear, along with a

current list of document templates from the Templates folder.
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To open atemplate file

e Select the template name and click Open.

e To open a document, select Word Document from the Files of type field.
e Select the document name and click Open.

o Repeat for the other window in the Organize dialog box, and proceed to Copy,
Delete or Rename Styles from the new files.

Review Questions

How would you:

o Use Templates?

e Access Library Templates?

o Access Microsoft Templates?

e Use the Normal Template?

e Create a Template from an Existing Document?
e Create a Template from an Existing Template?
o Modify a Template?

e Use a Global Template?

e Use Styles?

e Create Styles?

e Apply Styles?

o Modify Styles?

e Organize Styles?

SAMPLE
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When you have completed this learning module you will have seen how to:
e Merge Cells in a Table

e Sort Data

o Perform Calculations

e Create a Chart based on Table Data

¢ Modify a Chart based on Table Data

e Convert Text into a Table

¢ Open an Excel Table

o Link Excel Data in a Table

Edit Cells and Charts

Merging Cells in a Table

o When cells are created to separate information, that information may need to
be merged at a later date.

o This can be useful when there might not be enough horizontal space for the

table columns, but there is enough vertical space to wrap text within a
column.

To Merge Cells in a Table

o Select the cells to be merged.
e _Frem the main menu, choose Table = Merge Cells:

Table |[FWindow p

Draw Table

In=erk k

- Ciglete »

Select 2
Merge Cells
B N
e split Cells...
Split: Table

OR click the Merge Cells button in the Tables and Borders toolbar:
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Tables and Borders

i 2 [ N A

by
Merge Cellsl

OR right-click on the selected cells and select Merge Cells from the pop-up
menu.

The selected cells within a row will now be combined within a single cell, with
the separated information now divided by a paragraph marker.

The width of the row is not altered, neither is the width of other cells from
the same column that were not selected:

Jane-Dioel status
Event-20 Jaclk-Smithi status
Ewent-17 stati s
Jane-DioetD
Event-2i0 | Jack-5mithis statusd

Sorting Data

To sort a list by alphabet

Select the Sort Ascending or Sort Descending buttons on the Tables and
Borders toolbar.

To"haveym ore sorting\€ontraland options

From the main“menu, choose Table = Sort to open the Sort dialog box:
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Sort Text 7| x|

& ascending
" Descending

= % ascending
I VI Type: IT & I
oo = | Descending

Then by

% ascending
I vl Type: IT L I
b - A g Descending

Iy lisk has
¢~ Header row % o header row
Options. .. QK I Cancel |

Up to three levels of sorting can be applied to a table.

Example: If there are three columns containing a company name, the company
city, and status of the company, Word can sort by the company name, then by
the city, and then by the status.

To make sure that a header row is not included within a sort, in the My list has
area of the Sort dialog box, select Header row. This will tell Word that there is
a header row in the table, and the top row will not be included in the sort.
Select the Options button to open the Sort Options dialog box:

Sort Options EHE

fields at
" Other: I_

Sep

€ Commas

Sork options

v Sort column anly
ensitive

This dialog box refines a Sort even further.
If multiple columns were selected, you can set a single column to be sorted by
selecting the Sort column only option.

Typically, a sort is not case sensitive. So, the words smith and Smith will
appear together. To have those separated, select the Case Sensitive option.
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Performing Calculations

A Word table can be used as a spreadsheet to calculate a series of numbers.

To add a list of numbers

Click to place an insertion point over an empty cell either under or to the right of
the list of numbers you want to add.

Mo answer 26
Left message 30
TWrong number 15
Mumber cut of service 36
Contact made 15
Total number of calls | i

Click on the AutoSum button in the Tables and Borders toolbar:

Tables and Borders

22| —— =« »-Z- [0 -
0 - [E]- 80 Aln gl L

AukoSum

Word will insert within the selected cell a field containing a {SUM} function
that will automatically calculate the cells above or to the left of the field:

Mo answer 26
Left message 20
Wrong number 15
out of servy 26
Conta ade 15
ber of galls 1297
culation is en sa d, and ca updated I

numbers are altered in the table.

Simply select the field, right-click on it and select Update Field from the pop-up
menu:
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No answer 203 paste
Left message 3020 update Field
Wrong number 15  EdtField...
Number out of service 35 [ Loogle Field Codes
Contact made 15 4 Ert-

=y Paragraph...

:=  Bullets and Mumbering. ..
Total number of calls 122

Creating a Chart based on Table Data

Select the information in the table to create a chart.

Always include at least one header row or header column within the
selection, as this will set the chart definitions.

Try not to include cells, rows or columns containing totals because this can

alter the scale of a graph.

Select only the data that is needed; any empty rows or columns that are
selected can alter a true representation in a chart:

From_the main menu, choese Insert>=,Picture,=.Chart.
This causes Word to enter Microsoft Graph mode, and will insert a 3D column
chart (based on the selected data) below the existing table in a floating frame:
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Wo answer 26
Left message 20
Wrong number 15
Mumber cut of service 36
Contact made 15
Total number of calls 122
40 O Ho answer
35
30 B Left message
25
20 OWrong Z
15 number
10 O Humber out
5 of service
0 B Contact made
#of Calls

e A Datasheet window also opens, showing an Excel-type view of the data:

A B C D =
Call Detail# of Calls
1 _afl|No answe 26
2 @l eft messq 30
3 af|Wrong nu 15
4 Afl|Humber o 36 =
1] | LA 7

e The Graph toolbars and menus will temporarily replace the standard toolbars
and menus, as long as the chart is selected. While the chart is selected, you will
be working in the Graph mode:
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2§ Document! - Microsolt Word

Bie Edt Mew [rsert Fgrmat Took  Data  Chart

Window  Help

w- WEE =

O HESE v [ & B e - [Bf a
drid <w s[m]s 8%, 48 ¥P,
'l_g...,...l.. N Y 4 . oy —
‘al il “alls
Mo answer 26
Left messa; E0
Wrong number 15 i Document] - Datatheet
Mumber cut of service 36
Contact made 15 Call Detail # of Calls
|1 afiNo answer
Total number of calls 122 |2 mll|Left message 3 =
a0 Wrong number 15|
4 |Number out of service 36 | -
g 4l o
2 4 D Ho answer
o3
g m BLeft message H
| ]
E o Cwirong
T Aumber :
" O Humber out . |
5 of service g
L] W Contact made @
#of Calis 5
BHEEEX |

e Click outside of a chart to return to the normal Word mode, and double-click on
the chart to return to the Graph mode.

Modifying a Chart based on Table Data

¢ The Graph mode toolbars and menus give you a variety of editing tools to apply
to a chart. You can format a chart or its elements, alter the data within the
chart, add or alter elements of the chart, as well as add background patterns,
shading or pictures to the chart. The Graph mode toolbar and main menu are
basically the same as the Word standard toolbar and main menu, but they only
feature items that relate specifically to the chart.

¢ From the main menu, after selecting the chart, choose Chart = Chart Type to
open the Chart Type dialog box:

Chart Type

@. Bubble hd|

ptions
I™ apply to selection

I Defaulk Formatting

Clustered column with a 3-D visual effect,

Press and Hald ko Yiew Sample I

[ 1]

Cancel I

Set as default chart |
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The Chart Type dialog box allows you to select the type of chart.

From the main menu, choose Chart = Chart Options to open the Chart
Options dialog box:

Chart Dptions

-

Category () axis:

Axes | Gridlines | Legend | Data Labels | Data Table |

Series (1) axis:

Value (Z) axis:

[a]4 I Cancel |

The Chart Options dialog box lets you to set a variety of options.

Title tab - Set the title of the chart, as well as the X, Y and Z axis names.
Axes tab - Set the primary axis on specific information.

Gridlines tab - Set the background chart gridlines on the X, Y or Z axes.
Legend tab - Set where the chart legend will appear in relation to the chart.
Data Labels tab - Set specific data labels for each portion in the chart.

Data Table tab - Select whether or not to have the data table visible with the
chart.

Converting Tabbed Text into a Table

Confirm that the text has separator characters that Word ¢an use to understand
where new cells and rows should occur.

Tabs or commas are the most common separators to use for new cell locations,
and paragraph marks are the most common separators for new rows.

Select the text to be converted:
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mpany, : ac sident

demn

oMpany,

pany,

¢ From the main menu, choose Table = Convert > Text to Table to open the
Convert Text to Table dialog box:

Convert Text to Table EE
Table size

Murnber of columns: % IE 5 l
Mumber of rows: |5 5"

AutoFit behawvior

' Fixed calumn width: I.ﬁ.utu 5‘

() Aukafit to contents
" autaFit to window

Table stvle; {none) AutoFarmat, .. |

Separate text at

" Paragraphs & Commas
" Tabs " Other: I_

(0] I Cancel |

¢ The dialog box will automatically set Table size options, the number of columns
and rows required to place the text effectively into a table.

¢ The dialog box will also automatically have the Separate Text at option
selected, because it can read the text before converting.

o Alter the AutoFit behavior options as required.

e Click OK, and the text will be converted into_a table and can be used and altered
as necessary:

RO Company James Black President
ABRC Cempany Jill Elack Wice-Fresident
ARC Cempany Paul White ZED

ARC Company Jack Zprat WP Bales

ARC Company Bark Smith CEO

Excel Tables
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Opening an Excel Table

e Create a table in the Word document that you want to insert Excel data into.

¢ From the main menu, choose Insert > File to open the Insert File dialog box.

e Select the Excel file to be inserted into the table. The Open Worksheet dialog
box will open:

Open Worksheet

Open document in Workbook:

Entire Workbook | oK |
% C |
Name or Cell Range: Ll

IEntire Worksheet j

[~ Format for Mail Merge

e If you want to open the entire Excel workbook, select Entire Workbook. If you
only want to open one sheet within the workbook, select the name of the sheet
from the drop down.

e Click OK.

Linking Excel Data in a Table

e Start Excel application, and open the Excel worksheet that data will be
linked from.

e Select and copy the information in the Excel sheet:

A | B |
1 [Call Infarmation
Mo answer

3 |Left message

ng numbe
L] et out ice
6 [Contact ma

e, Open the Word document, and insert a chart from the Insert > Picture =
Chart menu:
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Insert | Format  Tools T

Break...

Date and Time. ..
Field. ..
A Comment

Reference 3

| Pickure 3 | Clip &rt,..

&l
2 TextBox I From File...
ulll

Bookrark. .. | Chart %J

¥ ¥

e Select the datasheet in Graph mode.

¢ From the main menu, choose Edit > Paste Link.

o If there is already information in the datasheet, a dialog box will open asking if
the information should be overwritten by the linked information.

e Click OK.

e The copied information from the Excel sheet will now appear in the datasheet,
and will be represented in the chart.

e Updating will not occur automatically unless Excel and Word are open, and
Word is in the Graph mode.

Review Questions

How would you:

e Merge Cells in a Table?

e Sort Data?

o« Perform Calculations?

e Create'a Chart based on Table Data?
¢ _Maodify a Chart based on Table \Data?
e Convert Text intora TableP

¢ Open.an Excel Table?

e “Link'Excel'Data in a Table?
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When you have completed this learning module you will have seen how to:
e Use Graphics

e InsertClip Art Images

¢ Add AutoShapes

e Insert WordArt

o Insertan Organization Chart

Include Graphics

Using Graphics

e Word has a highly capable system that imports and edits graphics within a
document.

¢ Graphics that can be added include images on file, scanned pictures, digital
clip art, charts, as well as hand-drawn images.

¢ Graphics within a document allow you to emphasize a point, add detail, or
simply spice up a document to grab attention.

Inserting a Clip Art Image

e From the main menu, choose Insert > Picture > Clip Art to open the Clip Art
side pane:
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‘ Clip Art - x
Search for:

| s ]
Search in:

|.ﬂlr_nlectlnns |v|
Results should be:

|nl media file bypes E

E‘ Organize ciips...
93 Clip art on Office Online
(&) Tips For finding clips

o The Search text field allows you to enter one or more words pertaining to a
specific subject. Click the Search button to begin the search. Thumbnail
pictures of the images will appear.

To insert a picture

¢ Click on the thumbnail image or click on Insert from the drop down menu next
to the image:

Adding an AutoShape

e From the main menu, choose Insert > Picture > AutoShapes to open the
AutoShapes toolbox:
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HIJh |_|'|;||:||-

E‘@?%Sn%z%

ﬁ

AutoShapes are basically pre-grouped and organized clip art images.

Every AutoShape features a green handle that you can use to rotate the shape.
The usual handles for resizing a shape are also available on all corners and sides
of the AutoShape.

The Lines button inserts straight or hand-drawn lines into the document:

ﬁ Lines |

The Connectors button connects lines or arrows to act as a connection between
an item and its description:

asoshepes x| DR
.LEEJ%&%:% s DT,
(= e IS [ S S

The Basic Shapes button creates basic drawing shapes, including circles, a
happy face or a lightning bolt:

HIJh 15h. apes

EH%%%% 105@
ﬁﬂl— ()L

The green handle allows you to rotate any of the Autoshapes, in a circular
direction, pivoting on its central axis:
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e The Block Arrows button inserts a variety of arrows that are block style, rather
than a single line:

% M 0B 2 D
& > @48

w1 4 O

F RO

I — & dvn
fukoshapes * X it 2 O 5
% 3 0 [R% & O €1 0
ﬁ ;f:uck.ﬁ.rmwsl {TI:' ':::I '::::':' i

o The Flowchart button selects a variety of flowchart text boxes that can be

connected with the Connectors tool:
To enter text into a flowchart image

EE@%E |
e Right-click on the image and select Enter Text from the pop-up menu. A text

i
insertion point will appear within the image. Place the cursor over each
Flowchart item to see its description for usage.

(e
o

0 O
|

O<1daldO
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j’?’/z’/z’/z’/f/zﬁ’/{/{é’/z’/

b4 | fs
’ /

&i’/////////ﬂ///////////ﬁ

e The Stars and Banners button allows you to select from a variety of star and
banner images:

2D D SofilD|

i 004 %

£ &

&E@%&H%\ £ £ 1
ﬁ ;fars anul:l Banners E nj Q\j m

o The Callouts button allows you to select from a variety of text “balloons”:

s ool 1 B o i
e 10O
o.0A4d
I A A d
o ool 1B =g %E AT A
ﬁ Callu:uut5| A0 A0 AD

th

Mare AutoShapes

Inserting WordArt
e WordArt is an excellent tool for adding extra emphasis on text.
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Select the text that you want to apply the WordArt to:

. )

v é
WINVOICE §

=
é////////////////////////O’////////////////////////ﬂé

L

From the main menu, choose Insert > Picture > WordArt to open the
WordArt Gallery dialog box:

WordArt Gallery HBE
Select a Wordart style:
Hondirt |ﬁoﬂwt worda,, (WordArt [Wordart| : w
Wapililrt (Word Art [WordArt [¥1522 ++ | ioudiiet ; w
1 1 W
w wordan || -WordArt [WOrd A
i A | £
Vst |wmﬂﬂ T S
OK I Cancel I

Select the style of WordArt to apply to the selected text.

Click OK. This will open the Edit WordArt Text dialog box so you can alter the
font, size and basic style:

Edit WordAst Text [7]x]
Eonk: Size:
[ Comic sans 115 RIER E;j ﬂ

s

INVOICE

| Ok I Canicel
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e Click OK. The previously selected text will now appear with the WordArt Style:

Inserting an Organization Chart

e The Organization Chart option allows you to create a chart containing as many
branches as required, from a base chart.

e From the main menu, choose Insert > Picture > Organization Chart.

e The base chart will open on the page, along with the Organization Chart
toolbox:

Organization Chart
; “Insert shape - Layout~ | Select~ | 73 9 100% -

Click to add text

[ I 1
[Click to add text‘ [Click to add text‘ [Click to add text

e The Insert Shape option allows you select the type of organization level to
add: Subordinate, Coworker or Assistant:

‘ Organization Char
k Lovol

= Inserk Shape

. Assistant

e The Layout option allows you to select how the chart should be organized, and
outline its appearance:
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Organization Chart

e;d_'- Insert Shape - La';.-'u:uutﬂl Select - | T{AE g
Statidard

Bokh Hanging

Left Hanging
Right Hanging

'& SutoLayouk

L] a8y G

e The Select option allows you to select a particular Level, Branch, All
Assistants or All Connecting Lines to work on and edit simultaneously:

Organization Chart

2 ~Insert Shape - Layouk = | Selegtﬂ| £ 0% -
sk Level

.E:.‘:- Branch
,__"'—'; Al Assistants
7 Al Connecting Lines

e The AutoFormat option will open the Organization Chart Style Gallery
dialog box. The style of the diagram can be selected from the left side, and a
preview of the style will appear on the right side:

Organization Chart

;L'ﬂ Insert Shape - Lawout = | Select - | 100% -

b
Aukoformat

Organization Chart Style Gallery

Select a Diagram Style:

Primary Colars

3D
Gradient
Brackets
EBraces

Bieveled

Beveled Gradient
Square Shadows
Wire Frame

K I Cancel I

o The Text Wrapping option allows you to set how text will appear and wrap:
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Croanization Chark

Organization Chart
f"“—'Insert Shape = Layout = | Seleck - | qﬂ': e | 100%: v|

In Line With Texk
‘W] Square
| Tight
= Behind Text
2 InFront of Text
[¥] Top and Battom
E Through
1] Edit ‘Wrap Points

How would you:

e Use Graphics?

e InsertClip Art Images?

o Add AutoShapes?

e Insert WordArt?

¢ Insertan Organization Chart?

SAMPLE
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When you have completed this learning module you will have seen how to:

Enter Text

Use Automatic Text Features
Format Text into Columns
Control Text within a Column
Wrap Text around a Graphic
Delete Blocks of Text

Move Text

Copy Text

Copy Multiple Items

Apply Character Formats
Change Fonts

Change Font Size

Add Effects to Text

Change Text Color

Reuse Formatting

Insert Text

Entering Text

Text can be entered manually anywhere on a blank page by double-clicking to
place the insertion point.

Once entered, text can be cut and pasted into an area, and by selecting the
text, elicking and dragging, it can be moved anywhere on the page:

AutoText can also be entered into a document, be it preset and often-used
greetings, paragraph starters, etc.

M Using Automatic Text Features

Word 2003 now includes the ability to add a Reference Line to your documents.
The Reference Line is a statement about the topic for the document.

From the main menu, choose Insert > AutoText > AutoText to open the
AutoCorrect dialog box set to the AutoText tab:
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AutoCorrect EH
AukoCorrect | AukoFormat As You Type I
AukoTexk | AukoFormat I Smark Tags

¥ show AutoComplete suggestions
To accept the AutoComplete suggestion, press Enter

~Enter AutoTexk entries here:
| fdd

- PAGE - =
@home j DElEte |
Attention: . )
ATTH: [}z |
Authaor, Page #, Date

Best regards, Shew Toolbar |

Eiest wishes,

(CERTIFIED MAIL

COMFIDEMTIAL LI
Prewview
Lockin: |l active templates j

K I Cancel |

Select the AutoText to be inserted into the document from the window under the
Enter AutoText entries here field.

For more selections, from the main menu, choose Insert > AutoText and
select from available titles to view various options:

Insert | Format  Tools T

Break...

Date and Time. ..

| AukaTexk 3 |
@ AutaTexk, ..
Field...
Reference »
Attention Line »
Picture 3 X
Closing 3
Text Box
- Header [Fooker »

Mailing Instructions »

Bookmark. ..
.

Reference Initials = ®

Reference Line

Diear Madam or Sir:
Diear Madarn:

Subject Ling r Desr Morn and Dad,

Signature

Dear Mother and Father,
Dear Sir of Madarn:
Dear Sir:

Ladies and Gentlemen:

Ta Whom It May Concern:

Attention Line - Allows you to insert a line stating that the letter is specifically
for someone.

Closing - Allows you to select a closing line for a letter.

Header/Footer - Allows you to select automatic headers and footers.
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Mailing Instructions - Allows you to select a specific instruction for handling.
Reference Initials - Allows you to insert initials.

Reference Line — Allows you to insert a statement regarding the topic of the
letter.

Salutation - Allows you to select a greeting for a letter.

Signature - Allows you to select an automatic signature.

Subject Line - Allows you to insert a subject line into the letter.

Formatting Textinto Columns

From the main menu, choose Format > Columns to open the Columns dialog
box:

Columns [ 7]
== -
= |IE5] | = |E | =2 cancel |
One Two % Three Left Right
Murber of columns: |2 5‘ ™ Line between
~width and spacing teview
Col #: ‘Width: Spacing: = =
[ e Hosm =
I = —
¥ Equal colurnn width
Apply to: IWhoIe document j I~ start news column

The Presets area allows you to select One, Two or Three column setting, as
well as choose from two columns formats that have the Left or Right column
smaller than the other:

—
I=
=)

The Number of columns'scroll"area allows'you to select from'1to 12 columns
to insert into the document:

Murmber of columns: ||12 E %

The Width and Spacing options area allows you to set the width of a column,
and the spacing between columns. Typically, to keep columns readable,
Spacing should be set between 0.25” and 0.5”. The default setting is 0.5”.
The spacing should be wider if the Line between option is selected, to allow for
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extra space between the line and the column. If the Equal column width
checkbox is selected, only the first column can be adjusted. All others will be
the same size:

idth and spacing
Col #: Widkh Spacing;

Al v o Her
| 2 o Hfx H
LN = | =

If the Equal column width checkbox is not selected, then all columns can be
altered:

—width and spacing
Col #: Wik Spacing:

A n e Hle

— 2 o Hx

= & o Hx =

hi

W

The Line Between checkbox allows you to add a line between columns, and the
Preview pane will show a thumbnail image of the columns and how they look
with various selections:

The Apply to drop-down menu allows you to select how the columns will be
applied, depending on how the cursor is placed within the text:

apply to: Selected bext >

Selected seckions -
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Selected section — Allows you to have columns occur only in a pre-selected
portion of the document.

Whole document — Allows you to apply columns to the entire document.

Selected text — Allows you to apply the columns to only a portion of selected
text.

This point forward — Allows you to have the columns start after the insertion
point within the document.

Once done, click OK and the columns will be applied to the document.

Typically, it is best to select the columns before entering text, as reformatting
can be extensive. However, columns can be added to a document at any point.

Controlling Text within a Column

Text should be balanced within columns, to make the columns look better and
easier to read.
Click to set the insertion point at the end of the text that needs to be balanced.

From the main menu, choose Insert > Break to open the Break dialog box:

Break E

Break bypes
" Calumn break
" Text wrapping break

Section break types
" Mext page
" Conkinuaus
o Even page

i
X~ A B
— Al WEEE B

Under the Section break types options, select Continuous.
Clicks«OK.

The section will now be broken and the text in the columns should appear even.

Wrapping Text around a Graphic

When an image is placed within a line of text, it will be treated as a part of the
line. This is called “in line with text”:
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The pie

“was sttting on the table

¢ From the main menu, select View > Toolbars > Picture to open the Picture
toolbar, and select the Text Wrapping button:

In Line With Text

Square

K] w

i

Tight

]
o
ITi

Behind Text

| ]

In Fronk of Text

Top and Boktam
Through

Edit: \Wrap Points

e In Line With Text - This is the default setting, which places the image within
the line of text, as mentioned above.

e Square - Allows you to wrap text to the left and the right of the box holding the
image. If the image is at the left margin, this will wrap only to the right:

The pie was sitting on the table, wanting to cool before we could eat
it. We had ice cream in the | Ereezer to eat with the pie | and milk inthe
fridge to drink with it. The pie was strawbery and rhubarb, and we all
helped to make it i some way. Sally collected the eggs, John and T
made the ice cream to go k along with the pie, Karen had helped
mother with the crust, and Terrance had helped to stir the ingredients
together.

ight - Allows you to wrap the text around the left and r]ht edges of the ma;e
som way. \ -..- B o d a he 1 2 ‘ P
along with thi X g i
Terrance had 4 3 . !

e Behind Text - Allows you to have text appear on top of the image. This is the
setting to use when working with watermark images:

The pie was sitting on the table, wating to cool before we could eat it We had 1ce cream
in the freezer to eat with the pie, A the fridge to drink with it. The pie was
strawberry and rhubarb, and we all make 1t in some way. Sally collected the
eggs, John and I made the ice cre% ng with the pie, Earen had helped mether
with the crust, and Terrance had helpedterstér the ingredients together

o In Front of Text - Allows you to have the image appear on top of the text:
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The pie was sitting on the table, waiting to cool befors we could satit "We had ice cream
in the freezer to eat with the pie, & the fridge to drink with t. The pie was
strawberry and rhubarb, and we al. y.make it in some way. Sally collected the
eggs, John and I made the ice crcf Ing with the pie, Karen had helped mother
with the crust, and Terrance had 12 the ingredients together.

e Top and Bottom - Allows you to force the text to stop when it reaches the top
of the image, and begin again underneath the image. No text will appear on
either side of the image:

The pie was sitting on the table, waiting to cool before we could eat it. We had ice cream

in the freezer to eat with the pie, and milk in the fridge to drink with it The pie was
strawberry and rhubarb, and we all helped to make it in some way. Sally collected the
eggs, John and I made the ice eream to go along with the pie, Earen had helped mother
with the crust, and Terrance had helped to stirthe ingredients together

o Through - Similar to the Tight option, except the outer boundary of the wrap is
not set, and can be altered with the Edit Wrap Points option:

The pie was sithng on the table, waiting to cool before we could eat it We had 1ce cream
in the freezer to eat with the pie, and milk in the Fidge to drink wath . The pie was
strawberry and rhubark, and 3 we all helped to make it in some way. Sally
collected the eggs, Tohn and I made the ice cream to go along with the
pie, Karen had helped mother with the crust, and Terrance had helped to
stir the ingredients together.

e Edit Wrap Points - Allows you to have text wrap around the corners of an
image in a precise way, by manually altering the wrapping boundary either

outward to move text away from the image, or inward to pull text closer to the
image:

The pie was sitting on the table, waiting te cool before we could eatit We had ice cream
in the freezer to pat with the pie, and milk in the fidge to drink with 0. The pie was
strawbeny and rhubarb, e S and we all helped to make it in some
way. Sally collected the eggs, John and | made the ice cream to
go along withthe pie, Karen = ! * had helped mother with the crust, and
Terrance had helped to stir i the ingredients together.

To remove text from a document
¢ Click and drag to select an entire sentence or paragraph.
o With the text highlighted, press the Backspace button on the keyboard

OR press the Delete button on the keyboard
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OR right-click on the highlighted text and select Cut
OR from the main menu, choose Edit = Cut

OR from the main menu, choose Edit > Clear and select either Formats or
Contents to be removed.

SAMPLE
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End of the preview sample

‘ CHELTENHAM
|

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/MWwww .cheltenhamcourseware.com

A courseware licence allows you to make unlimited copies for use at your training centre.

The IT Computer Courseware Library

m
A complete library of quality training courses ﬂ@ ’ ’0.3

Includes Windows 7 and Office 2010 Courseware j E \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES * ADD YOUR OWHN MAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each
course, included w ith our printable coursew are. OVer

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 Y |

The'mostcost effectiveicoursew aressolution foryour IT
fraining needs. Get ALL our courses, and all new courses WEb Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library',
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