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All trademarks acknowledged. E&OE.

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

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

(Normally supplied in Adobe Acrobat format): If the version of courseware that you areviewing is marked as NOT
FOR TRAINING, SAMPLE, or similar, then it cannot be used as part of atraining course, and is made available
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purchasing decision. Sample versions may not be re-sold to a third party.
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This document may only be used under the tems of the license agreementfrom Cheltenham Courseware.
Cheltenham Courseware reserves the right to alter the licensing conditions at any time, without prior notice. Please
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Field Codes & Fill-in Forms

What are Word Field codes?

e A Microsoft Word field is a special type of object that you can insertinto a Microsoft
Word document that can be updated. Forinstance, you could insert a date field into
a letter template that could automatically update to show today's date when you print
the letter. There are many examples of fields within Microsoft Word, some of which
you use without even realizing that they are fields. For instance, if you insert
automatic page numbering into a Microsoft Word document, this in fact uses a
Microsoft Word field to automatically renumber the document as you add or delete
pages.

Inserting a field code

e Open adocument called FHelds. Click to the right of the text ‘Today’s Date’. Click

on the Insert tab. Within the Text group, click on the Quick Parts button. Finally
click on the FHeld command.

[ Page Layout RErerences Kailings Réwiew Vit Dentloper

kel R b, u =, Hypemnk | . o A J Qi Parts = | | 5 Sagrature Line =TT Bgw
— . | | -

Al Bogimark 4 Document Property r
Talile Pidlure  Clip  Shapes SmartArt Charl 4
- Art = 12 Cross-reference Wumber= | Box- | Figld

Tatile ugteatson tepder & Fanter

Header Fooler Page Tesk
1_} Euslding Blocks Organizer, ]

x
& el Maore on Office Online

e You will see the Held dialog boxdisplayed. Selectthe Date field as illustrated.
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Field
Plzase choose a figld Field properties
Categaries: Date Formats:
@ ]
Field names: m A I: il 1 ST
onday, anuary
Author 2| 15 January 2007
Autokum 15/0107
AutoMumLgl Z007-01-15
AukaburnCuk 15-Jan-07
AutoText 15.01.2007
AukoTextlist i 15IJanl o7
BarCode 15 January 2007
Eibliography January 07
BidiCutline Jan-07
Citation 15/01/2007 0746
Camments 15/01/2007 07:46:36
Cormpare 7140 AM
iZreatebate 714656 AM
Database U.?-qlls
[lake I
07:46:36
DocPraperty
DocYariable
EditTime ]
Description:
Today's date
Field Codes

| Field options

[ use the HiifLunar calendar
[ 1nsert the date in last used Format From

Inserk tab
[ Use the Saka Era calendar

Preserve Formatting during updates

|

[ o

J[ Cancel ]

You can select the desired format using the Date formats section of the dialog box.
Click on the OK button to insert the field.

Use the same technique to insert the current time into the document. Choose a
time format that includes seconds, as illustrated.

Field

3

Please choose a field

Field properties

| Field options

| SectionPages

Address
UserInitials

| UserMame
| BE

Description:
The current time

Field Codes

Categories: Date formats:
|(.¢\II) W | HH: ;55
Eield names: 15012007

Monday, 15 January 2007
15 January 2007
15/01 /07

Preserve Formatting during updates

S 3, for this Figld

[ o ||

Cancel ]

When you click on the OK button the time will be inserted, but you will notice that the
time is not automatically updated on your screen.
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Updating fields

e Selectthe time field and press the FO key. The F9 keyis the Update key. You will
see that each time you press the FO keythe field is updated to the current time.
Make a note of the currenttime as displayed on the screen. Try printing the
document. You should find that the printed version has been automatically updated
as nomally Microsoft Word will automatically update fields when you print a

document.

Editing and deleting fields

¢ Rightclick over the Date field within your document. From the popup menu
displayed, click on the Edit Held command.

= |_=E upumi

S NS Y SA v SE SR e !I

7 |

Today’s Date: |03/02/

Current Time: 05:03:21

°}
=]

ER
e
Ey

Paste

Update Field

Edit Field...

Toggle Field Codes

¢ You will see the Feld dialog box displayed. Select a different format and click on
the OK button to apply your change.

Field ?X
Please choose a field | Field properties | Field options
Cakeqaries: Dake Formats: [T Use the HirifLunar calendar
ddfMMfyyeyy
il o1 ed farm m Insert tab

Zomments
Cormpare
i_reateDate
Database
[iate
DocProperty
Docariable
EditTime

<

05:06:16

03022007

e Saka Era cale

Preserve Formatting during updates

Description:
Taoday's date

Field Codes

QK ][ Cancel ]
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To delete a field select the field and press the Del key. Trydeleting the date field.
Click on the Undo icon to reverse this deletion.

Locking or unlocking fields

Fields can be locked so that they do not update until the field is unlocked. Selectthe
Time field within your document and press the F9 key to see it update to the latest
time.

Select the time field within your document and press CTRL+F11. This will lock the
contents. Tryselecting the time field and pressing the F9 key. You should find that
the field is no longer updated.

Unlock the time field by pressing CTRL+SHIFT+F11. You should now be able to
update the field by selecting it and pressing the FO key.

Displaying the field codes rather that the effect of afield

When you insert a field, you see the effect of that field not the field code itself.
Sometimes itis useful to see the actually field code within your document. Press

Ctrl+A to select everything within your document. Press Alt+F9. You will now see
the actual field codes, similar to those illustrated below.

Today’s Date: { DATE * MERGEFORMAT }

Current Time: { TIME @ "HH:mm:ss" \* MERGEFORMAT }

Press Alt+F9 again to toggle back to seeing the effect of your field codes.

Converting fields to text

You can permanently converta field code to text. To da this, press Ctrl+Ato select
everything in your document. ‘Press Cirl+Shift+F9.

Press Alt+F9 and you will see that your document no longer contains anyfield
codes.

Use the Undo icon to undo this conversion. Save your changes and close the
document.

Forms
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What are fill-in forms?

You can create a document that acts as an online fill-in form. This fill-in form looks
just like the sort of printed forms that you use in daily life, but it has the advantage

that the data can be typed directly into the document. Nomally you create forms for
others to use.

Also the document can be protected so that the text within the form cannot be
accidentally deleted or edited.

TIP: Pressing the Tab key within a fill-in form will jJump to the next fill-in field within
the form.

Creating and editing a form

Open a document called Online Form.

We need to display the Developer tab. If this is not already displayed, click on the
Microsoft Office button, and then click on the Word Options button displayed at
the bottom of the drop down menu displayed.

2] Word Options | | € Exit Word

If necessary click on the Popular option and then click to select the Show
Developer tab in Ribbon.

[ Papular l

By
_B Change the most popular options in Word.
Display
Proofing Top options for working with Word
Save Show Mini Toolbar on selection '
Enable Live Preview (i

iShow Developer tab in the Ribbon:

Advanced |

Clickson the OK button and you will now see thatan.extra tab is displayed atithertop
of your screenjcalled Developer.

=

™ Y Document? EUNICEOSOIAN o rcie
- Home Insert Page Layout References Mailings Review View Developer

Clicking on the Developer tab will display new commands and options.

Click to the right of the text ‘First name’. Click on the Text control, located within
the Controls group.
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Or

n

B

&
5
G

Hame Insert Page Layout References Mailings

g Design Made '

Aa Aa|[=| B
- o ) S0 Properties
Visual Macros = i
Basic _ﬁ Macro Security ‘ EH ﬁ ﬁ L3 '@1 Group -
. Code | | Cantrols

You will see the control inserted into your document as illustrated.

First namd:| Click here to enter text.‘

Click to the right of the text ‘Second name’ and repeat this procedure to insert
another Text control.

Click to the right of the text ‘Date you wish the subscription to start’ and click on
the Date Picker control.

Aa Aa 58 | & Design Made
% Properties

‘Lﬁjﬁ @' EGroup ‘

Controls

You will see the following control is inserted into your document.

Click to the right of the text ‘Do you want a 6, 12 or 24 month subscription?’ and
ick on the Drop Down List control.

Date youwish the subscription ta stari:| Click here to enter a date.

You will see the following control is inserted into your document.

Do you want a 6, 12 or 24 month subscription| ;| Choose an item.‘v ‘

Click to the right of the text ‘ Your contact details’. Click on the Text control,
located within the Controls group.
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Your contact detail ;| Click here to enter text.

¢ We hawe inserted the basic control fields, next we need to edit and format these
fields.

Editing and formatting fill-in form fields

e Click on the form control field which relates to the length of subscription required.
Click on the Properties button.

Oﬂqu:

Hame Insert Page Layout References Mailings

M Design Made

. E Recard Macra A I;I E

— =22 i@ Pause Recarding f Properties |
Visual Macros - |
Basic _ﬁ Macro Security | EE g ﬁ E}% % Group ~
' Code | Controls

This will display the Properties dialog box for that form control.

Content Control Properties

General
Title: || |

Tag: | |
[] Use a style to format contents

Lodking

e We need to insert options for a 6 month, 12 month or 24 month subscription
renewal. To do this click on the Add button. The Add Choice dialog boxis
displayed. Type in 6 Months.
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Display Mame: |5 Months

Add Choice ? X
|
|

Value: |E Months

| ok ||

e Press the OK button. You will see the 6 Months option stored as illustrated.

Drop-Down List Properties
Display Mame Value
Choose an item. o
& Months & Months E—
[ 0K ] I_ Cancel ]

e Click on the Add button and add the 12 Months option.
¢ Finallyadd the 24 Months option. The dialog box will look like this.

Drop-Down List Properties

D

Display Name Value
Choose an item, )
& Months & Months =
12 Months 12 Months Remove
24 Months 24 Months -
oK ] ancel ]
the bu se the
g fields wit fill-

Select a field within your document and press the Del key to delete the field.
Click on the Undo icon to reverse this deletion.

Protecting a fill-in form

Click on the Protect Document icon and from the drop down list, select the Restrict

Formatting and Editing command.
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|.r" o B A R Jmedoo: - Mcrosont Word

Home  Imel  Pageloyoul  References  Malingt  Review  View  Develupe

ﬂ m TlRecotbaus MR Iﬂnn-pmur (5 sutems ‘:‘_";] @

2a) |ouy _:Iuhul: Rregeding . = J' Prapemiey | —— Y Tranetnrmatien b -

Toonr MG o wraso ety |1 38 OB et 8l Expancion Facks | onement = | Teanute. . Fat
Code Centraly : HML | Restrict Rrvirwing Optians

e ]
Lt B RS . Restrirt Eormasting and Faning

| o || Winrestricted Access
Brabibded Aderis

Kanage Credentialy

You will see options displayed at the side of your screen.

Restrict Formatting and Editi *

1. Formiatting restrictions

[ Limit Formatting to & selection of
skyles

Setbings. ..

Z. Editing restrictions

] allows only this bvpe of editing in
the docurment:

Mo changes (Read only)

3. start enforcement

Are you ready to apply these
settings? (You can turn them of F
later)

‘es, Stark Enforcing Protection

Click on the second tick boxrelating to Editing Restrictions. Additional options will
be displayed. Click on the down arrow and select Filling in forms.

VIPLE
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Click on the Yes, Start Enforcement Protection button.

3. Start enforcement

Are you ready to apply these
setkings? (You can turn them off
later)

[ ‘fes, Stark Enforcing Protection ]

The Start Enforcing Protection dialog boxwill be displayed. Enter your password
as directed (in this case use the password Secret)

Protection method

(%) Password

(The document is nok encrypted, Malicious users can edit the
file and remowve the password.)

Enter new password (optional’: ||

Reenter password ta confirm:

) User authentjcation

(Authenticated owners can remove document protection. The
dacumnent is encrypted and Restricted Access is enabled, )

[ Ok l [ Cancel ]

NOTE: In real life use amixture of letters and numbers for your passwords. Do not
use common names as these may be insecure.

Click on the OK button.
Save your document and close the document.

Re-open a doecument called Online Form.

Youwywill find that the form is now protected and that you can add data to thesfermpvia
the fill-in fieldspbutyou cannot edit the other data within the document.

Enter data into your farm using thefill-in‘fields (Just make up fthe details).
Save yourdocument ata document called My'Online Form.“Close the document.
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Linking and Embedding

Linking and embedding objects

You can easily select objects created in other applications, (such as a chart created
in Microsoft Excel), and then paste those objects into a Microsoft Word document. If
you embed an object then the embedded copyis nomally independent of the
original data. In the case of an embedded chart, this means that changes made to
the data within Microsoft Excel will not necessarily be automatically updated within
the Microsoft Word document.

Linking objects is slightly different. In this case the linked object within a Microsoft
document will be updated to reflect changes made to the original data within the
Microsoft Excel workbook.

Embedding an Excel chart

Start Excel and open a workbook within Excel called Chart and Data. This
worksheet contains some basic numbers which are used to display a chart within the
worksheet. Click once on the chart to select it and then press Ctrl+C to copythe
chart to the Clipboard.

Sales

W

Solth

o Marth

I

Switch;back to"Microsoft Word (or if necessary start the Micrgsoft Word program).
Opend@ Microsoft Word file called Embedding. Click where you wish to embed the
chart and then press Ctrl+Vto paste the chartinto the document. The chartwill'be
displayed within the document.

You can drag the chart within the document to the desired location within the
document.

Save and close the Word document.

Switch back to your Excel workbook. The numbers used to generate the chart look
like this.
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A B c
1
2 Region Sales
3 West 23
4 East 24
5 South 29
6 MNaorth 41

Change the Sales figures for the West region from 23 to 15. Notice that the chart
within Excel changes as soon as you type in the numbers and press the Enter key.

Change the figures for the East region from 54 to 8. Again the chart will be modified
as soon as you press the Enter key.
Switch back to Microsoft Word (or if necessary start the Microsoft Word program).

Re-open the Microsoft Word file called Embedding. You will see that the embedded
chart has not been updated within Microsoft Word.

Formatting an embedded worksheet within a document

Click once on the embedded chart within your Microsoft Word document. You will
notice that a Chart Tools tab is displayed on your screen.

i Chart Tools

View Developer Design Layout Farmat

Double click on the chart and you will see the following chart tools displayed.

Try clicking oniseme of the options within the Chart Layout group. An example is
illustrated below.
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Sales

o Experiment with using the options in the Chart Styles group. An example is shown
below.

Sales
- B
A

e Clicking on the Change Chart Type group will display the Change Chart Type
dialog box allowing you to use a different type of chart.

Change Chart Type

Doughnut

92 Bubble
@ Radar Pie

A o] o] ARl [an] | o) )
[ManageTemplahes... J [ Set az Default Chart ] L oK J [ Cancel ]:

An example is illustrated below. Experiment with using different chart types.
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a8

Sales
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% 1

;B
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18 4

10+
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Editing an embedded object

¢ Remember thatthe embedded chartin the Microsoft Word document is not linked to
the original data within Excel, so if you need to edit the data used to produce the
chart, then you need to edit the data within Excel. Click on the Edit Data button
within Microsoft Word.

0o\ H9- 0 - Embeddi
) —
‘ Home Insert Page Layout References

"

=
ES:

[2¢]

Change  Save As Switch Select | Edit' |Refresh
Chart Type Template | Row/Column Data Data Data
Type i Data |

e The screen will change so that the Microsoft Word document and the Excel
workbook are displayed side by side.

l,l'l:‘]"q"“ s ot taan - L-n!'luq.-. ¢ OO | Ot . =%
- P T S Bobai | i | Bpmt Viem | i | T Gmeed | P | W 2 v g | | e i | et [t | W =

all 8 H T e W
enge  hemdi 3

o Teds  lawd Tt e
1ot lyp empinls | Bemms Dils Ll [
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L]
¥
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"
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Change the data within Excel. Change the sales figure for the West region to 5 and

then change the sales figures for the East region to 5.

Click on the Microsoft Word document and click on the Refresh Data button. The

chart within the Microsoft Word document will be updated, as illustrated.

Pt e

e L L L I -

= &
'“—n_' Y Bd R deww -

) E RN A
ke e 1
Eg_‘_l_—...-—.-——-—-__-.f.-... =t
15

L] AR

Erapme e dpbey
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Save and close all open documents

Linking an Excel chart to a Microsoft Word document

Open a document called Linking an Excel Chart.
Start Microsoft Excel. Open a workbook within Excel called Linking (this file is

contained in your sample files folder and you will need to navigate to that folder and

then open this file).

S:e Wor,

\MPLE
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v%’) = LA Linking.sisx - Microsoft Excel i
~ Home | Tnsed  Pogelmpeat  Formules  Data Redew View  Densioper W= x
T “n AN B | G S R A 4
me (1997 Tel[me] G A - EEE EE S F-ow o[ & condtional rﬁ % e ‘B smuﬁ
S b E2ae) a | L e S| | Fotmatting * s Tabie - Stles < [E1Formats | 2* Fimec- Select -
|| Clipkeard ™= Fond | Aligrment = Munibe IO Shies Calls Editing |
| a - ia S| sales for 2006 ¥
WA Y T— b E F G H 1 i X L M N
1
s
3 Month Value of sales
a Fanuary 129,485
5 February 384,285 + -
: R Aaa Value of sales
7 April 423,184
& May 887,463 —
5 June 284,738 soopoo T M @
10 Iy 917,385 iy ‘ -
1 August 237438 600,000 1~
12 September 547,365 | e I —Bw —— 3
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15 December ra2 L B s e
16 EEET FEEZEEE SR
1 Bt L
19
20
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22
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24
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ae i
M a0 W Shestl, Sheet? . Sheotd 3 .
Ready | ] |

Click once on the chart border, within the Excel workbook. The entire chartshould
now be selected and look like the illustration below.

Value of sales

1,000,000
900,000
800,000
700,000
600,000
500,000
400,000
300,000

0,000
,000

zales

apte mber

Press Ctrl+C to copy the chart to the Clipboard.
Switch back to your Microsoft Word document. Click within this document at the
location where you wish to insert the chart.

Within your Microsoft Word document, click on the Home Tab and then click on the
Office Button. From the drop down menu displayed, select the Paste Special
command.
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(Do) H 9~ ~
)
— Home Insert i

J Y Arial

IF’aste'i}ll'_ B £ U - &

|2 Paste

[| 3 Paste Special. !

The Paste Special dialog boxis displayed. Selectthe Microsoft Office Excel
Chart Object type, click on the Paste Link button and then the OK button. The
chart will now be displayed within in the Microsoft Word document.

Source: Microsoft Office Excel Chart
Ci\Documents and SettingsiDavid MurrayiDeskkopl 2007y evel 3 workbo. .

As:

IMicrosofk Office Excel Chart Object [ isplay as icon
1| Pickure (Windows Metafile)
i | Bitmap

Microsoft Office Graphic Object

Result

Insetts the contents of the Clipboard as a picture,

-
Paste Link creates a shortcut bo the source file, Changes to the source file will be reflected
in vour dacument,

[ QK ][ Cancel ]

Switch back to the Excel workbook and modify some of the data used to create the
chart within the Excel workbook. The chart displayed within Excel will change.

Switeh back to your Word decument andyou willseenthat the'chart dis playedwithin
your Word document has alse been updated.

NOTE:lf the €hart within your Microsoft Word/decument has inot been updated,
selectitand pressthe FO (Windows Update) key.

Save your changes and close all open files.

Using the 'Insert Chart' command

You can create a chart within a Microsoft Word document using the Insert Chart
command. You can edit the data to create this chart and format the charts using a
range of advanced techniques.

Open a document called Insert Chart.
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¢ Click with the document at the location where you wish to insert the chart.

e Click on the Insert tab and from within the Illustrations group, click on the Chart
icon.

) 90 -

Home |Inse|:t | Page Layout References Mailing

B P gl

@ Cover Page ~

|_] Biank Page : i | :
b Table Picture Clip Shapes SmartArt | Chart '
| ¥= Page Break | - Art - | [
" | Pages ' Ia_b_:g_s_l lilustrations |

e The Insert Chart dialog is displayed.

Insert Chart

[3 Templates Column Al
|2 Line HHHEHMMMMME
& P
e ot ] ] )
= o | ]l ) 8]
B sutace e
Mol ] I | 2 A
e Radar Pie

A e | o] AR | an] o] v
[ Manage Templates... | | Setas Default Chart | Lok J[ conca |

tthe d Itc

1W see th|oowng

Clic the OK on to
window displ
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a1 I Bl = g Chart in Microsoft Office Word - Microsoft Excel =l
oal—
: | Home [ Insert Page Layout Formulas Data Review View Developer @ - o7 X
SUH G n - mmod e - e o Ap
o B aAs] [ ESEa oo w0 g- 2 08
e e = e | e | iy a ind Bt
- 2S5 A [EE e |8 | - | [ElFormat~ || (2~ Fifter~ Select~
Clipboard | Font Gl A nt | Mumber & | Cells | Editing
AG ~Q £
Pl 8B | ¢ | D E | £ | & | w | v | ¥ | «k
5 ‘Series1 Series2  Series3
2 |Categoryl 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
- 5 |Category 4 4.5 2.8 5 L
6 l 1
et 1]
7.8
L8 To resize chart data range, drag lower right corner of range.

Close the Chart in Microsoft Office Word window and you will see a chart
displayed within your document.

i

B Seerines 1
B Series 2

H5Series 3

Caregary 2 Category 3

LCategory 4

no pup menu displayed, click

Category 1

isd tclic
Edit D man
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Delete
Reset to Match Style

Edit Data...
3-D Rotation...
Add Data Labels
Add Trendline...

% Format Data Series...

&
ﬁ Change Series Chart Type...
&
P |

Category 1 Category 2 Category 3

This will display the data in a window.

A | B | ¢ | b
1 Series1  Series2  Series 3
2 Category 1l 4.3 2.4 2
3 Category 2 2.5 4.4 2
4 Category 3 3.5 1.8 3
5 Category 4 4.5 2.8 5
L]
Edit the data as illustrated.
A | B | ¢ | b
1 REGION 2005 2006 2007
2 Morth 1 5 9
3 South 2 ] 10
4 East 3 7 11
5 West 4 a
ose the data
12 =+

Category 4

ated.
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¢ You can use the Chart Styles section to enhance the look of your chart. Click on
the down arrow (more) to display a range of options from which to select.

I.nhlililln'ilhﬂln
both bk bk ook b bk bk b
bt bl bl bl bl hd bhd ki
TETHTET AT T YT
his bd b bd bd bd b b

¢ Inthe example shown we have selected from one of the options in the bottom row of
choices.

e Save your changes and close the document.
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References Options

Table of Contents

e Microsoft Word can easily create a Table of Contents for your document. This table
of contents can be updated to reflect changes that you make to your document, such
as inserting or deleting pages, and the page numbering within the table of contents
will be updated for you. If you delete sections of text that contain a header item, this
too can be reflected in an updated table of contents in your document.

e The easiest wayto make use of a Table of Contents is to use header styles within
your document, marking each important element with a header style, such as H1, H2

or H3 styles.

Creating a Table of Contents

e Open a document called Table of contents. If you examine the document carefully,
you will see that each title within the document has been marked using header

styles.

NOTE: If you wanted to mark a section of text using a header style, click within the
text that you wish to mark as a header. Then you would click on the Home tab
select the required style from the Styles section as illustrated.

AaBbCcDc | AaBbCeDc AaBbCi AaBbCc
T Mormal T Mo Spaci.. Headingl Heading 2 =

e As you can see there is currently no table of contents within the document. To add a
Table of Contents, click within the first page at the location where you wish to insert
thestable.

e Click on the References tab'and then/click on the Table of Contents section. Click
on the Insert Table of Contents command.

Y K zaem W RV A
“ﬂm’ Insert “La __ences-]

= Add Text = |1 Insert Endnote

- =¥ Update Table A-gNe:d:FurJtnute -
| Table of Insert
Contents ~ Footnote =l - L

o}
i

| |Z] Insert Table of Contents...

=1

B3k Remaove Table of Contents = |
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e The Table of Contents dialog box will be displayed, as illustrated.

Table of Contents

i| Table of Figures || Table of Authorities

Print Preview Wb Preview
Heading 1.......cooomeeeeee 1| Heading 1 ~
Heading 2. ... 3= Heading 2 =
Heading3 ... 5 Heading 3
b’ b’
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: | ....... w |
General
Formats: From template w
Show levels: |3 e

[thions... ] [ Modify... ]

[ oK ]’_ Cancel ]

e You can use a different tab leader by clicking on the down arrow to the right of the
Tab leader section within the dialog box. Select any format you wish.

Tab leader: |....... F
(none)
General —[-------
Formats:

do arrow to
ectthe Formal format

e Click on the OK button and the Table of Contents will be displayed, as illustrated.

You may see small right pointing arrow shapes. These are tab characters; while
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document.
PROOFING AND UPLOADIMNG c e eecccee s srnmmmse s e rsn s mnmmmmm e nnns T e eee it a e mm st s smmmnm—eneeanrenemnnnnnnenns 1
ALWAYS PROOF DOCUMENTS BEFORE PUBLICATION ...eeevvveeesrees s rene rene e vesns smmns emmes smmns smmme smmme B e e e e i e 1

SPELL CHECKIMG INDIMDUAL PAGES ..o e e e e e e e 1
SPELL CHECKING YOUR ENTIREWEB......... e e e 2
CHECKING LINKS AND PAGE FILE SIZES ... oo ccc e cesememseemesemecees T s e e ees s e e e e 3
BEWARE OF USING LARGE PICTURES WITHIN AVVED PAGE ..o T e e e e 7
COMMON PICTURE FORMATS USED ONTHEWWEB oo eee e e e s e e 7

WHAT DOES PUBLISHING TO AWEB SERVER INVOLVET oo et ieiteis e cemscenecenscenscems e T et et e ms et e et et e 8
WEB SERVER ISSUES - FILE NAME CAPITALSATION Bt FOLDER STRUCTURES. couvcveureesesreneeenscsessesnecenneesTRemsecsessccess s sesss e cmss s e ]
PUBLICIZIMNG YOUR SITE cuvuvevescrmsemess sems cerssssmssssas esss sesssssmss sess s s s smis e Tt e e e e sre b e e s e 10

Save your changes and leave the document open.

they may be visible on the screen, they will not be visible when you print the

Updating and modifying an existing Table of Contents

Look at the Table of Contents. You can see that the firstitem within the table of
contents starts on page one.
Insert a page break after your table of contents (to do this, click where you wish to
insert the page break and then press the Ctrl+Enter keys).
Scroll back up the document so that you can see your table of contents. You may
notice that the firstitem is still listed as being on page 1, when in fact it should be
listed on page 2.
You need to update your Table of Contents. To do this, move the mouse pointer to
the left of the Table of Contents (until the pointer shape changes to an arrow
pointing upwards and to the right) and then click once. This should select the entire
table of contents, as illustrated.

PROOFING AND UPLOADING * 1
ALWAYS PROOF DOCUMENTS BEFORE PUBLICATION —+* 1
1

L CHECKING INDIVID bl -
CH LINES AND B FILE =i A VNN 4 2 S .

BEWARE OF USING E N UUEGNN UGS S e
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Lipdate Table of Contents @@

word is updating the kable of contents, Select one of
the Following options;

{(*)iUpdate page numbers only!
i) Update entire table

l Ok l[ Cancel ]

We have not added or deleted anyitems that would be displayed within the Table of
Contents. We have simply changed the number of pages. In this case we can use
the defaultsetting of Update page numbers only. If you have added or deleted
text, you should use the Update entire table option. Click on the OK button and the
Table of Contents will update, as illustrated.

PROOFING AND UPLOADING ..cvuveveiressrerssanssssanss s s snusannsnnnes T 2
ALWAYS PROOF DOCUMENTS BEFORE PUBLICATION .o e O 2
SPELL CHECKING INDIVIDUAL PAGES . .ooeccee e cece e reemere e e semem e e nm cesm s e s e T e e e et e e st e e et e et e 2
SPELL CHECKING YOUR ENTIRE WEB. ..ot ee e eme e s eeeme e em e e T et et em ettt em e st ee e et e et e 2
CHECKIMGLINKS AMD PAGE FILE SIZES ..o ceeeecere e reemerermeemessemes s eesscerenmscenms e smemsnmse s T e e e et e e st s e e e et e 4
BEWARE OF USING LARGE PICTURES WITHIN AWEB PAGE. ..o emeeeece oo et ee e et et e 7
COMMON PICTURE FORMATS USED ON THE VW ER oo e e et e st ee e et e et e 7
WWHAT DHOES PUBLISHING TO AWEB SERVER INVOLVET ..o e e e cemreeeeeeeeeeeremensmnsss e e e e ee e oo ee e s e e e e e 8
WWEB SERVER ISSUES - FILE NAME CAPITALISATION B FOLDER STRUCTURES . - ooooooee e T 10

PUBLICIZING YOUR SITE . ceeeeeseeeescrmessscersc resc e e s seem s e ten e s et st e o e e e e e e e s e e e e e e e e 10

Scroll through to the end of your document to the section called ‘Publicizing your
site’. Delete the entire section. Update the Table of Contents, but this time, select
the Update entire table option. You will find that this section has been
automatically removed from your Table of Contents.

e Save your changes and close the document.

Bookmarks and cross references

e »You can inserta baokmarkwithin a Micros oft Word documentwhich can then be
used inthe same fashion that you would place a bookmark within a real book(i.e.
you can use the bookmarkto find an item of interest within your document). You
can.insert a cross-reference from one part of a document to a bookmark at another
[ocation within the document.

Adding a bookmark

e Open a document called Bookmarks. Scroll to the second page and select the
header as illustrated.
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s (Nnen the Inday htm nane of this weh cife (b diu
e Click on the Insert tab and click on the Bookmark option (within the Links group).

| Insert | Page Layout References Mailings Review Wi

BRI = N

Table Picture Chip. Shapes SmartArt Chart 3
3 Art - ‘ I't] Cross-reference

Tables Nlustrations { Links |

e This will display the Bookmark dialog box. In the Bookmark name section, type in
the name spelling. Click on the Add button to insert the bookmark.

Bookmark name:
spelling [ add ]

Delete

GoTo

Sort by: (%) Name
() Location

[T Hidden bookmarks

Zancel

d click on the Bookmark

click on the Delete button.

Going to a bookmark

e Scroll back to the start of your document. Press the F5 keywhich is the keyboard
shortcut to display the Find and Replace dialog box. If necessary, within the Go to
what section of the dialog box, click on Bookmark. In this case there is only one
bookmark, called Spelling and you should see itlisted. Click on the Go To button
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and you will go to the bookmark location. As you can see, bookmarks can be very
useful!

Find and Replace

Find Replace Go To

Go ko what: Enter bookmark name:

Page |Spelling w
Seckion
Lirne

] [

Camment
Footnoke

£

Previous L GoTo J[ Close

¢ Close the dialog box before continuing.

Cross-references

e You can easily create a cross-reference from one part of your documentto a
bookmark in another part of the document.

e Scroll up to the first page within your document. Click at the end of the line
containing the text “Always spell check your work”. Type in the words, “Please

see page”. Press the Spacebar to insert a space. Click on the Insert tab and click
on the Cross-reference button.

| Insert | Page Layout References Mailings Review Wi

g EE l—[_j) B 8, Hyperlink

— A~ Bookmark
Table Picture Clip Shapes Smart&rt Chart 7
= |||:{_'3§ Cross-reference
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Cross-reference E @
Reference type: Insert reference to:

Murmbered item % | |Paragraph number w
Insert as hyperlink [ Include abovejbelow

Far which numbered iterm;

Cancel

Select Bookmark from the Reference type drop down list.
Select Page Number from the Insert Reference to drop down list.
Click on the Insert button and then close the dialog box.

If the number of pages changes, you can update the cross-reference field to display
the updated cross-referenced number. To see this in action, insert an extra page
break (by pressing (Ctrl+Enter) after the first page. Then selectthe cross-
referenced number within the document and press the F9 key update key. The
cross-referenced page will now be displayed as page 3.

To delete a cross-reference, select the cross-reference field and press the Del key.
Try this now. Use the Undo icon to reverse this deletion.

Save your changes and close your document,

Indexes

Provided that you'have marked'entries within your documentas items to be
displayed in an Index;then Microsoft Ward can automatically create an Index for
you. As changes are madeto the document and more pages are added, deleted or
inserted into the document, the Index can be updated to take account of these
modifications within the document.
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Creating or editing an index

Open a document called Indexes. We will create an index entry for a word called
Wikipedia within this document. Search for a word called Wikipedia and select the
word.

Click on the References tab and click on the Mark Entry button (contained within
the Index section of the References tab). This will display the Mark Index Entry
dialog box.

Index
Main entry: | Wikipedia
Subentry:

Opkions
() Cross-reference: | See
{3} Current page
) Page range

Page number Format

[ ]Bcld
[ ] Italic

This dialog box stayvs open so that wou can mark multiple
indes: entries,

[ Mark. l[ Mark Al ][ Cancel ]

Click on the Mark button. Click on the Close button. You cannot see any change
but Microsoft Word has inserted an index mark field into the document. To see
fieldsy.click on the\Home tabrand then ¢lick on'the'Show. / Hide icon (locatedwithin
the Paragraph'section of the Home tab).

T

You will now see the code displayed as illustrated

Wikipedlaf XE-"Wikipedia"-} Web s

~ar

Re-click on the Show / Hide icon to hide this code again. We have now marked a
word as an indexentry. Next we need to create the index. Scroll through to the end
of the document. Insert a page break (Ctrl+Enter). Type in the word Index and
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press the Enter key a few times to insert some spaces. Format the word Index so
thatitis displayed more prominently.

e To create the index, click at the location where you wish to insert the index and then
click on the References tab. Click on the Insert Index button.

| References Mailings Review View Developer

nsert Endnote =k lj Manage Sources iz Insert Table of Figures | Iﬂ Insert Iruiex|
ol e —

lext Footnote = — l@:», Style: APA - =¥ Update Tahle =If Update Index
Insert Insert Mark

ihow Notes Citation = @ Bibliography ~ Caption (] Cross-reference ‘ Entry

ates ] Citations & Bibliography Captions | Index |

e The Index dialog boxis displayed. You can modify the format using this indexand
set the number of columns used to display the index. In this case, just click on the
OK button to accept the default formatting.

Table of Contents || Table of Figures || Table of Authorities

Print Preyiew

Aristotle, 2 ~ Type: (* Indented ) Run-in
Asteroid belt. See Jupiter = Columns: |2 5
Atmosphere ,

Earth Language: |Engl|sh (IR -

exosphere, 4
ionosphere, 3

mesosphere, 3—4 v
[] right align page numbers
Tab leader: |,
Formats: |Fr0m template b4

Cancel

e The indexis created. In this case, an index of only one word is displayed, as we
only marked one word as an indexentry. To create a proper indexrequires a lot of
time and a lot of skill.

INDEX

Wikipedia, 3
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Save your changes and close the document.

Footnotes and Endnotes

e Footnotes are often used at the bottom of a page to explain a pointin more detail.
For example, in a student edition of a Shakespeare play, footnotes might be used to
explain the content of a plot or to provide more information about an ‘old English’

word used in the play.

e Endnotes are commonly used for the citation of sources used within a document,
especially within the academic or research fields.

Creating Footnotes

e Open a document called Footnotes. Click at the end of the first sentence in the
second section of text (which has been highlighted for your convenience).

e Click on the References tab, and then click on the Insert Footnote button.

(D) H9-08 7
- Hame Insert Page Layout References
2 Add Text - [y Insert Endnote
2 2 Update Table | AB Next Footnote -
Table of Intest’ |
Contents = Footnote| =) Show Notes
Table of Contents Footnotes ]

¢ This will display an area to the bottom-eft of the screen where you can enter the
detailed information making up your footnote.

& WS Robotics USE Pu, 5 Faink Shop Pra -

e Inthis case, enter the following text:

Examples include Microsoft Internet Explorer and Netscape Navigator

as illustrated.
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! Examples include Microsoftinternet Explorer and Netscape Navigator.

Page:1 of1 | Words: 292 | %5 English (US) | |

fr _"-' Star't * SEP... Paint Shop Pro - [Ima... -L_l'-“:ll' word_2007_manual_... 'L_:J;l Footnoke

e We will add another footnote. Later in the text section you will see the word PDF.
Click immediately after this word and use the procedure detailed above to insert a
footnote explaining that PDF is short for “Portable Document File”, as illustrated.
The word PDF will be marked with a 2 to indicate the footnote.

PDF2

!Examplesinclude Microsoft Internet Explorer and Netscape Navigator.

2 portable Document File

Page:1 of 1 | Words: 295 | % English (US) | |

Formatting Footnotes

e To change the footnote formatting, click on the References tab and then click on the
Footnotes Dialog Box Launcher.

D)2 -8 7 Documents -
T

Home Insert Page Layout I References | Mailings Review Wiew
[ Add Text -

ABl -—llll] Insert Endnote =% [ Manage Sources

(i }

B Mext Footnote =

-
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e This will displaythe Footnote and Endnote dialog box.

Footnote and Endnote

Location
@ Footnotes: Baotkom of page
Endnotes: End of docurnenk
Farmat
fumber Format: 1,2, 3 .. V|
Custam mark: | | [ Symbal,.. ]
Skark at: 1 S
Mumbering: | Conkinuaus W |
apply changes
Apply changes to: |Whu:ule documnent W |
[ Insert ] [ Cancel ] Apply

e To alter the location of the footnotes, click on the down arrow to the right of the
Footnote option within the Location section of the dialog box. Your options are
‘Bottom of page’ or ‘Below text’. Experiment using these options and see the
effect on your document.

Footnote and Endnote

Lacation

@ Fooknotes: Bottom of page F

Endnotes:

Below bext

pti tratéd below. E

Start at:

iy iy il ..
LI, I, ...

Mumbering:

*J 1‘] *J §J

e The ‘Start at’ section is useful if your document is composed of Microsoft Word
sections. If required you can restart the footnote numbering at the start of each
Microsoft Word section.
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Mumbering: Cantinuous w

Conkinuous

Apply changss Restart each section

Restart each page

Apply changes to:

Deleting Footnotes

e To delete a footnote, you need to delete the footnote number as displayed within the
body of your document. Selectthe second footnote number 2 (as illustrated) and
press the Del key.

nf the Web browser. In
natted in PDF2 format w
vorry. vou will soon co

=

=

e This will also delete the textin the footnote at the bottom of the page.
e Save your changes and close the document.

Creating Endnotes

e Endnotes are created and formatted in much the same way as Footnotes. Open a
document called Endnotes. Click just after the word PDF. Click on the References
tab, and then click on the Insert Endnote button.

Page Layout References

[y Insert Endnote

hg Mext Footnote -
Insert
Footnote

Footnotes l=

e  Typeinthe text'PDF is shortfor Portable Document Hle’.l Unlike a footnote the
endnete is displayed at the end of the docum ent(not.at the bottom of the pagenit
relates to).

Formatting Endnotes

e To change the footnote formatting, click on the References tab and then click on the
Footnotes Dialog Box Launcher. The dialog boxwill refer to Endnotes, as there
are no footnotes in this document. You will see the following dialog box.
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Footnote and Endnote E]@

Locakion

(%) Endnotes: End of document w
Faorrnak

Mumber Format; iy i il ... w

Custom mark:

Stark: at: i £

Murnbering: Conkinuous e
Apply changes

Apply changes to: | Whole document »

The formatting options are similar to those for footnotes. Experiment with formatting
the endnote using some of the options available within the dialog box.

Deleting Endnotes

e The technique for deleting an endnote is the same as for deleting a footnote. Delete
this endnote by selecting the numbered reference in the body text and pressing the
Del key.

e Use the Undo icon to reverse this deletion. Save your changes and close the
document.

Captions

e Acaption is a numbered label, such as Figure 1, whichcan be attached to a picture,
chart, table, equation, worksheet or similar object within a Micros oft Word document.

Adding orupdating.a‘caption to an‘image, table"orw orksheet

e Open a document called Caption. Selectthe first picture within the document. Click
on the References tab and then click on the Insert Caption button.

NOTE: Do not accidentally click on the Insert Citation button.
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IE., H9-0 = Document? - Microsoft Word
e

Haome Insert Page Layout References | Mailings Review View Developer

i [Z Add Text = IliyInsert Endnote g Manage Sources =] Insert Table of Figures
|2 Update Table AE Newt Footnote = 3 style: APA - | | = Update Table
Table of Insert - Insert ., | Insert | _
Contents = Footnote A Show Notes Citation = ﬂj Bibliography =~ \Caption '] Cross-reference
l Table of Contents Footnotes T Citations & Bibliography Captions

e This will display the Caption dialog box.

Caption

Caption:

|Figure 1

Options

Label: | Figure

Position:  |Eelow selected item

[ ] Exclude label From caption

v
Mew Label. .. Delete Label

AutoCaption. .. [ (4 ] [ Cancel ]

e There are various options and formats that you can select. Clicking on the down
arrow to the right of the Label section will display these options. In this case use

Figure. We will look at some of the other options later.

Label;

Paosition:

Figure 1
h
J y h
Microsoft Word fields to show the field code rather than the effect of the field code,
as illustrated.

aptions

Figure { SEQ Figure \* ARABIC }

Press Alt+F9 again to toggle back to showing the effect of the Microsoft Word field
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rather than the field code. Click within the document so that everything is no longer
selected.

e Use the technique outlined above to add captions to two more pictures within the
document.

e Delete the second picture and its caption. You may find that the other two caption
numbers are not updated to take account of your changes to the document. If the
caption numbers do not change, press Ctrl+A to select everything and then press
the FO (update) key. You should find that the caption numbers are now updated.
Click within the documentso that everything is no longer selected.

NOTE: When you insert new captions, Microsoft Word automatically updates the
caption numbers, but if you move or delete a caption, you must manually update the

captions, by pressing Ctrl+A (to select everything within the document) and then
pressing the F9 (update) key.

e Save your changes and close your document.
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Collaborative Editing and Security

Document password protection

You can password protect your document so that they cannot be opened unless the
person trying to open the view knows the correct password.

If you need less security, you can protect your documentso that it can be opened as
a read-onlydocument. l.e. itcan be opened, viewed and modified, but not then
saved back to overwrite the original document. It would need to be saved using a
different file name.

To password protect documents

Open the document called Confidential. As you can see, you could open this
document. It is not protected in anyway. We can add a password to restrict access
to the document. Click on the Office Button and click on the Save As command.
This will display the Save As dialog box. In the bottom left corner of this dialog box
you will see the Tools button displayed. Click on the Tools button and from the
menu displayed select the General Options command.

Map Metwork Drive...
Properties

Save Options...
General Options...
Web Options...

Compress Pictures...

Faols h

This will, dis playsthesGeneral Options dialog box.
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General Opkions

File encryption options For this docunment

Password bo open: [

File sharing options for this document

Password ko modify:

[] read-only recommended

Prokect Document. ..

Macro securiby
Adjust the security level For opening Files that might Macro Sacurity. ..
conkain macro viruses and specify the names of —

trusted macro developers,

You can specify a password to open the document by typing a password into the
Password to open field. Enter the password 28364. When you click on the OK
button you will be asked to confirm the password.

Reenter password to open:

Caution: If vou lose or forget the password, it cannot be
recovered, (Remember that passwords are case sensitive, )

[ oK l’ Cancel ]

Read and remember the waming that is displayed. If you use this password
protection technique, you MUST make sure that you remember your password, or
you will not be able to reopen the file later within Microsoft Word. Click on the OK
button and close the document.

Reopen the document that you have just password protected. As you will see, you
mustenter the password to open it. Close the document.

You can add othertypes of protection to your document. Open a document called
Modify Only. Click on the Office Button andiclick on the Save As command. This
willdisplaythe Save As dialog bax. In the bottom left corner ofthisidialog boxyou
will see the Tools button displayed. Click on the Tools button and from the menu
displayed select the General Options command.
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Iy Sk

ail

Map Metwaork Drive... 5t

Save Options..
General Options...

Web Options...

Compress Pictures...

Tools A

Within the dialog box displayed, enter a password of 8374 within the Password to
modify field.

File sharing options For this docurent

Password bo modify:

] read-only recommended

Click on the OK button. A dialog boxis displayed, asking you to confirm your
password. Re-enter the password and click on the OK button.

Reenter passward bo modify:

Caution: Password ko modify is not a security Feature, This
document is protected From unintentional editing. Howewer,
the document is not encrypked, Malicious users can edit the
file and remove the password.

[ Ok l[ Cancel ]

Save,your changes and clese,the document.

Reopen the document. You will see a'passward dialog'box displayed. If you type in
the correct password you can ‘edit the document. If you/did not know the password
you could read but not edit the 'document.

€los€e your documents.

Using comments within a document

You can insert comments into a document, for instance in a document that is

supposed to be in a pre-release, draft format. These comments are for the benefit of
other members of your team working on a draft document.

FOR USE AT THE LICENSED SITE(S) ONLY

© 1995-2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com



Word 2007 Advanced - Page 45

Inserting, editing and deleting comments

e Open a document called Comments. This is a draft memo. Ithas beensentto you
to suggest changes before itis emailed to all the staff within the entire company.
You can add your comments and suggestions. To inserta comment in this
document, select the text ‘contact your local support staff’ and then click on the
Review tab. Click on the New Comment button.

Page Layout References Mailings Review View
l ] Delete - =2 } -_'_, Final Showing Markup -
f_,]Previous = =] Show Markup ~
Mew o Track  Balloans o
Comment . Mext Changes = - E Reviewing Pane ~

Comments Tracking

You will see a comment field displayed to the side of your document.

Please Eontact your local technical support staff]Fcr details of changeover dates and exactly hardware __{ Comment [DM1]:

snarifiratinng

e Enter your comment, in this example type in the following text ‘Rather than
bothering tech support at this stage, just list the technical details in the
memo’.

bothering tech supportat this stage, just

_.--1{ Comment [DM1]: Rather than
list the technical details in the memo

e You can edita commentatanytime. Tryadding the following text to your comment
‘See Lucy for a full list of technical details’.

e _JJoidelete a comment, rightelick over a, gemmentand,from thespopup menu
displayed, select the Delete Comment command. Trythis now, and then use the
Undo button to reverse the deletion.

e OPY
E, Paste

7] Delete Comment

e Save your changes and close your document.
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Checking documents for sensitive ‘hidden' information

If you are sending an electronic copy of your document, i.e. a file copy, to someone
else, you can remove data that may be hidden within your document. To do this you
use the Document Inspector. The Document Inspector can remove items such
as comments, document versions, tracked changes, annotations, document
properties and many more such items that you may not wish to share.

Open a document called Inspect me. To inspect this document click on the Office
button and from the menu displayed, click on the Prepare command. Selectthe
Inspect Document command.

F_E s 7 word 2007 manual ¢

e

j Nesd Prepare the document for distribution
Properties
~ i.l View and edit document properties, such
J Open as Title, Author, and Keywaords,
Inspect Document
| 7 Convert ——J Check the document for hidden metadata
= or personal information.
(1= Encrypt Document
H Save __'_,:‘ Increase the security of the document by

adding encryption.

|L:l Save As ¥ & Restrict Permission
5 A

e, _ﬁ Grant people access while restricting their  *
ability to edit, copy, and print.
ks o
d.:,u Print L4 I Add a Digital Sionature
_Q Ensure the integrity of the document by
[y adding an invisible digital signature.
2 Prepare ¥

\@ Mark as Final
‘ | Let readers know the document is final and

make it read-only.

—al Tand (3

This will display the Document Inspector. You can use the controls within this
dialog boxto tell Microsoft Word what sort of items to check. In this case leave all
the'options selected and click.on the InSpect button:
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Document Inspector

To check the decument for the selected content, didk Inspect.

iC ts, Revisions, Versions, and Annotations
Inspects the document for comments, versions, revision marks, and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Headers, Footers, and Watermarks
Inspects the document for information in headers, footers, and watermarks.

Hidden Text
Inspects the document for text that has been formatted as hidden.

L inspect | [ gose |

e This will display a window allowing you to remove any items.

Document Inspector,

Review the inspection results.

Y Comments, Revisions, Versions, and Annotations

The following items were found:
* Comments

¥ Document Properties and Personal Information

The following decument information was found:
*Document properties

Custom XML Data
m XML data was

__.i\. Note: Some changes cannot be undone.

[ Reinspect ] E_glose ]

¢ Remove all the hidden data, and then re-run the Document Inspector again to
make sure that it has gone.
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e Save your changes and close the document.

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

A complete library of quality training courses 0

Includes Windows 7 and Office 2010 Courseware |I E \
* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLIGATIONS

* 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 with our printable courseware. OVer

lmvestina complete Computer Courseware 7 000 '~
Library, including Windows 7 & Office 2010 : Y :
Theymost cost effective courseware solution for your IT Web Pages

training needs. Get ALL our caurses, and all hew

ey Incl h h
courses released within 12 months ! neludgy when you pgighase

the 'IT Courseware Library'.
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