Exam 77-881

Microsoft Word 2010

This part of the book covers the skills you need to have for certification as a Microsoft
Office Specialist in Microsoft Word 2010. Specifically, you need to be able to complete
tasks that demonstrate the following skill sets:

1 Sharing and Maintaining Documents

2 Formatting Content

3 Applying Page Layout and Reusable Content

4 Including lllustrations and Graphics in a Document
5 Proofreading Documents

6 Applying References and Hyperlinks

7 Performing Mail Merge Operations

With these skills, you can create and manage the documents most commonly used in a
business environment.
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Prerequisites

We assume that you have been working with Word 2010 for at least six months and
that you know how to carry out fundamental tasks that are not specifically mentioned
in the Microsoft Office Specialist objectives for Word 2010. Before you begin studying
for this exam, you might want to make sure you are familiar with the information in
this section.

Selecting Text
Before you can edit or format text, you need to select it. You can select any amount of
text by dragging through it. You can select specific units of text as follows:

e To select a word, double-click it. The word and the space following it are selected.

Punctuation following a word is not selected.

e To select a sentence, click anywhere in the sentence while holding down the Ctrl
key. The first character in the sentence through the space following the ending
punctuation mark are selected.

e To select a paragraph, triple-click it. The paragraph and paragraph mark are selected.

You can select adjacent words, lines, or paragraphs by positioning the cursor at the
beginning of the text you want to select, holding down the Shift key, and then pressing
an arrow key or clicking at the end of the text that you want to select.

To select non-adjacent blocks of text, select the first block, hold down the Ctrl key, and
then select the next block.

To select a block of text quickly, you can use the selection area—the empty area to the
left of the document'’s text column. When the pointer is in the selection area, it changes
from an |-beam to a right-pointing arrow. From the selection area, you can select specific
units of text as follows:

e To select a line, click in the selection area to the left of the line.

e To select a paragraph, double-click in the selection area to the left of the paragraph.

e To select an entire document, triple-click anywhere in the selection area.

To deselect text, click anywhere in the document window except the selection area.
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Moving Around in a Document

You can view various parts of the active document by using the vertical and horizontal
scroll bars. Scrolling the document does not move the cursor—it changes only the part
of the document displayed in the window. For example, if you drag the vertical scroll box
down to the bottom of the scroll bar, the end of the document comes into view, but the
cursor stays in its original location.

Here are some other ways to use the scroll bars:
e Click the up or down scroll arrow on the vertical scroll bar to move the document
window up or down one line of text.
e C(lick above or below the scroll box to move up or down one windowful.

o C(lick the left or right scroll arrow on the horizontal scroll bar to move the document
window to the left or right several characters at a time.

e C(lick to the left or right of the scroll box to move left or right one windowful.

You can also move around in a document by moving the cursor. You can click to place
the cursor at a particular location, or you can press a key or a key combination to
move the cursor.

The following table shows the keys and key combinations you can use to move the
cursor quickly.

Pressing this key or combination Moves the cursor

Left Arrow Left one character at a time

Right Arrow Right one character at a time

Down Arrow Down one line at a time

Up Arrow Up one line at a time

Ctrl+Left Arrow Left one word at a time

Ctrl+Right Arrow Right one word at a time

Home To the beginning of the current line
End To the end of the current line
Ctrl+Home To the beginning of the document
Ctrl+End To the end of the document
Ctrl+Page Up To the beginning of the previous page
Ctrl+Page Down To the beginning of the next page
Page Up Up one screen

Page Down Down one screen







1 Sharing and
Maintaining
Documents

The skills tested in this section of the Microsoft Office Specialist exam for Microsoft
Word 2010 relate to viewing and managing documents. Specifically, the following
objectives are associated with this set of skills:

1.1 Apply Different Views to a Document
1.2 Apply Protection to a Document

1.3 Manage Document Versions

1.4 Share Documents

1.5 Save a Document

1.6 Apply a Template to a Document

Word provides many tools with which to manage the way you work with documents and
share documents with other people.

This chapter guides you in studying ways of viewing documents, preventing unwanted
changes, working with document versions, sharing documents with other people, saving
documents, and changing the appearance of a document by applying a template.

Practice Files Before you can complete the practice tasks in this chapter, you need

to copy the book’s practice files to your computer. The practice files you'll use to com-
plete the tasks in this chapter are in the Word\Objectivel practice file folder. A complete
list of practice files is provided in “Using the Book’s Companion Content” at the begin-
ning of this book.
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1.1 Apply Different Views to a Document

Switching Views

In Word, you can display a document in a variety of views, each suited to a specific pur-
pose. The standard views include Print Layout view (the default), Full Screen Reading view,
Web Layout view, Outline view, and Draft view.

» To switch views

= On the View tab, in the Document Views group, click the Print Layout, Full Screen
Reading, Web Layout, Outline View, or Draft View button.

=» In the lower-right corner of the program window, on the View Shortcuts toolbar,
click the Print Layout, Full Screen Reading, Web Layout, Outline, or Draft button.

See Also For more information about the View Shortcuts toolbar, see the “Magnifying
Document Content” topic later in this section.

Working in Print Layout View

Print Layout view displays a document on the screen the way it will look when printed. You
can see elements such as margins, page breaks, headers and footers, and watermarks.

» To hide or display space between pages in Print Layout view

= Point to the gap or line between any two pages, and when the pointer changes to
two opposing arrows, double-click the mouse button.

= On the Display page of the Word Options dialog box, in the Page display options
section, clear or select the Show white space between pages in Print Layout view
check box.

» To display page thumbnails
1. On the View tab, in the Show group, select the Navigation Pane check box.

2. In the Navigation Pane, click the Browse Pages tab.
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Working in Full Screen Reading View

Full Screen Reading view displays a magnified view of the document content. In this view,
the ribbon is replaced by one toolbar at the top of the screen with buttons for saving and
printing the document, accessing reference and other tools, translating text, highlighting
text, and inserting comments.

Document management tools ~ Navigation buttons  Full Screen Reading view options

& Floo- 33 ¥ - 3] 1 Soeensliorll - b View Options -] % Close |
*  Pre-writing to allow employees to reflect on their Present to other
experiences and ideas about populations in need departments .
» Reading articles about a population in need or an
inspirational story about who has made a Time:
difference (as in Three Cups of Tea) ('“":"';'“"9: L »
needed
The idea at this time is to engage and invest the employees in their Team leaders:
project. Everyone can generate goals and objectives, and i

brainstorm about how to measure success.

Department rep will outline the parameters of the project:

-
* Timeline ey out
+  Project participation will be extended to all employees -
+  How much deg time will be dedicated to this

peoject
project up to 30 minutes ‘
Department reps:  1-2 hours
Department rep will lead discussion to decide: -
Department rep will consult with team L
*  What kind of project do we want to do? (See "Activity leader about the best way to
Resource” for ideas) icate with other il
ploy
* What need to we want to address? Team leader may bring up at next team leaders’ meeting, or may
+ What are the goals of this project? (list) ask department rep to make the contact.
» What do we need to do to meet those goals? (list tasks) . i )
+ Who will perform these tasks? (assign) Method of p-lfsclltllls t.o_dm employees will dcp:lnd on the project
+ What materials will we need? (assign) and the decisions made in the department meeting.
*  When will the tasks be performed? (create schedule)

Department rep will conclude with recap.

= =

While working in Full Screen Reading view, you can save, preview, and print the document;
translate content; and highlight or comment on content, by using the document manage-
ment tools located at the left end of the title bar. In addition, you can access research tools,
highlight and comment on document content, and search for specific text by using the
commands on the Tools menu.
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= &[%Tools']ﬁg d7 - ] 4 scre
Research...
Look up words invariety of reference
sources while wou read,
/ Text Highlight Color ct on their
Highlight text as you read, Double-dlick * hsin need
on the button to gointo highlight mode,
need or an
Mewr Comment
J Select text and add a comment. has made a
iﬁ Find... . )
T Find text in Document's text, e mPloYeeBmthEH
F ctives, and

brainstorm about how to measure success.

Department rep will outline the parameters of the project:

You can navigate from page to page or jump to a specific screen or heading within the

document by using the buttons
the title bar.

available in the navigation tools area in the center of

Jump To A Page|Or Section In The Document button

.| IScreen 9.10 of 13 'l '3

4 view Options = X Close

. Jump to a Screen
@ 5o Back

@ GoFon

Goto Farthest Read Screen

Go to First Screen

Goto Last Screen

= GoTo.
Eind
in the M E
Jump to a Heading
Service Project Goals (Screen 1)

|~/ Pracess (Screen 2)

a Mavigation Pane

| »

| »
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You can control the appearance of the document and the functionality within the document
by using commands available from the View Options menu.

13+ P [';%EView Options"] X Close

Don't Open Attachments in Full Screen
\, Don't open e-mail attachments and documents from a
Microsoft SharePaint Foundatian site in full screen wiew,

Present to othe 4 Increase Text Size

depanments A Make the text larger for reading, Tempoararily changes
hooe ruch text fits on a page.

Time: * Decrease Text Size

A Make the text smaller for reading. Tempaorarily changes

Committee: hone riuch text fits on a page.

needed
eam leaders: Show One Page

Read one page at a time,

Show Two Pages
“ieww bwo pages at a time,

Show Printed Page
Shiowe pages as they will look if printed.

Margin Settings

epartment rej Allow Typing

Allowy typing while reading, et this if you like to edit

Depal'tmmt Iep s wour documents as you read them,
leader about the g . Track Changes
communicate wif _ Track changes made to the document, 4
Team leader may
ask department 1 @ Show Comments and Changes 3
lethod of preses iy
E Show Original/Final Document ]
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» To move from page to page in Full Screen Reading view

=» Click the Next Screen or Previous Screen button in the center of the title bar.

= Click the arrows located on the outer edges at the bottom of the pages.

» To move to a specific location in the document in Full Screen Reading view

=» Click the Jump to a page or section in the document button, and then click the
screen or heading you want to move to.

» To change the way content is displayed in Full Screen Reading view

= On the View Options menu, do any of the following:

O

Click Don't Open Attachments in Full Screen to prevent email attachments
and documents from a Microsoft SharePoint site from opening in Full Screen
Reading view.

Click Increase Text Size, Decrease Text Size, Margin Settings, or Show Printed
Page to change the amount of text shown on each page.

Click Show One Page or Show Two Pages to change the number and width
of pages shown in the Full Screen Reading window.

Click Allow Typing to allow or prevent editing, and Track Changes to track
changes made to the document while editing is allowed.

Click Show Comments and Changes or Show Original/Final Document to
manage the display of tracked changes and comments.

» To switch from Full Screen Reading view to the previous view

=» Click the Close full screen reading view button.
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Working in Web Layout View

Web Layout view displays the document the way it will look when viewed in a web browser.
In this view, you can see backgrounds and other effects. You can also see how text wraps to
fit the window and how graphics are positioned.

@“ H9-0|= RoomPlanneeb, doce - Microsoft Waord =

Home Insert Page Layout References Mailings R g Wiewn
J = 5 wieb Layout| [ Ruler |'\'_‘| _iu One Page L‘é Mews window (11 %
E Outline D Gridlines _‘& Two Pages E Arrange Al rEH
Print  Full screen o Zoom  100% X i Suitch Macros
layout Reading =l Draft [ Mavigation Pare = Page Width | [ Split 4 Windows - >
Cocument Wiews Show Zoom Wind o Macros

b E

World Shporters

Il HNFORMATION SHEET

Simple Room Design

With the Room Planner, you'll never make another design mistake, Created by acclaimed interior designers to simplify
the redecorating process, this award-winning planning tool incorporates elements of color, dimension, and style to guide
your project. It includes a furniture location guide; room grid; drawing tools; and miniature furniture, rugs, accessories,
and colar swatches that match our large in-store selection. Here's how to use the planner to create the room of your
drearms!

Take a look at how your home is decorated and notice the things you like and
Go with what you love, and dislike. Pay special attention to the color scheme and to how you react to each
the rest will fall into place. room. Isitinviting? Does it feel comfaortable? Does it relax you or does it
invigorate you?

Focus on the room(s) you would most like to change. Brainstorm all the things you would change inthat room if vou
could. Don't think about what it would cost; just |et yourimagination go wild! It might be helpful to write down all the
negatives and positives. You don't need to come up with solutions all at once. Just be clear about what you like and what
you hate about that room,

Visit our showroom and purchase a Room Planner, Yhile vou're there, take a look around and see what really appeals to
you, Sometimes entire rooms are designed around just one or two special pieces, so don't be afraid tofall in love with
something that doesn't seem to fit into your overall scheme. Go with what vou love, and the rest will fall inta place.

“« oW 4

Tala woir Ranm Plannar koo and mat foowenrll Adioet tho nlannar cnthat it mncdale tho roors dirman inm Man't farmoat fo

wiords: 514 | 8 | 3 | |E @Rz = w00 (=) 3

See Also For information about the ribbon, see “Modifying the Display of the Ribbon”
at the beginning of this book.
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Working in Outline View

Outline view displays the structure of a document as nested levels of headings and body
text, and provides tools for viewing and changing its hierarchy.

[E“ (™ 5 |= OfficePracedures - hicrosoft
Dgtlining Home Insert Page Layout References Mailings Rewiewy !

@ . - , N

& @ BodyTed g O Shaowe Level: &Il Lewels é - |:\
Shiowy Text Formatting

a w G = ) ) Shotw Collapse Cla
[T Sk First Line Only Daocument Subdocuments | Outline

Cutline Toaols Master Document

i ffice-

e * Office-Proceduresf

Heading 1

Faang © GENERAL-ADMINISTRATIONY]

Marmal @ Contactnformation

Morrnal @ FacilitiesT

Mormal @ Ordering Suppliesy]

Heading 2 © Contact-Informationq

Mormal ® Forgeneral-deliveries: ]

Address @ 1234MainStreets!
Few¥ork, My-9001249

Morrnal @ Deliveries-of shippingsupplies should-bedirectedtothe.doo
thebuilding [The loadingdock staff will.check itemsagains
andthenbringthesliptothe-office. Theoffice.employ

The indentations and symbols used in Outline view to indicate the level of a heading or
paragraph in the document’s structure don't appear in the document in other views or

when you print it. To the left of the document text, the style area pane shows the style

applied to each paragraph. This pane is available only in Draft and Outline views, and it
is not visible by default.

Tip By default, the style area pane is 0 inches wide, which effectively closes it. You
may find it useful to work in Outline view with the style area pane open.

When working in Outline view, you can control the level of content that is displayed,
promote or demote the level of headings or body text, and easily move entire sections
of text. You can also work with the subdocuments of a master document.
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@| H -9 |- OfficeProcedures - Microsoft ')

h Crutlining Home Insert Page Layout References Mailings Rewiewy i
oo Level - 2 @:,_ Show Lewvel: Level 2 - I% u E

Shiowe Text Formatting = ol
‘v - [ Show First Line Oy Doscr:l?'n\j:nt Subcdooncaupn:ints Outﬁlnoe:
Cutline Toals Master Document .

Heading 1 © GENERALADMINISTRATIONY]

Heading 2 © Contact:Informationq

Heading 2 © Facjlitiesy

Heading 2 © Ordering:Suppliest

Heading 1 © SHIPPINGY]

Heading 2 © Recejving:PackagesT

Heading 2 © Processing-Ordersq]

Heading 2 © Sshipping:Quick-Referenceq

Heading 1 o ACgQLJHILNQj

Heading 2 © Bookkeeper

Heading 2 © Accountanty

Heading 2 )

» To display or hide styles in the margin in Outline view

= On the Advanced page of the Word Options dialog box, in the Display section,
do one of the following, and then click OK:

O

To display styles, enter a positive dimension (for example, 0.5") in the Style
area pane width in Draft and Outline views box.

To hide styles, enter 0" in the Style area pane width in Draft and Outline
views box.

» To display only content at a specific level and above in Outline view

=» On the Outlining tab, in the Outline Tools group, in the Show Level list, click the
lowest content level you want to display.

13
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» To expand and collapse sections in Outline view
= Double-click the plus sign to the left of the section.

=» Select or click in the section. Then on the Outlining tab, in the Outline Tools
group, click the Expand button or the Collapse button.

» To reorganize a document in Outline view

=» Click the plus sign to the left of any heading to select that section of the document.
Then do any of the following:

o Drag the section to its new location.
o Cut and paste the section to its new location.

o Select or click in the section. Then on the Outlining tab, in the Outline Tools
group, click the Move Up button or the Move Down button.

» To promote or demote sections in Outline view
= Select or click in the section you want to promote or demote.
= On the Outlining tab, in the Outline Tools group, do one of the following:
o Click the Promote button to promote the section one level.
o Click the Demote button to demote the section one level.

o Click the Promote to Heading 1 button to promote the section to a first-level
heading.

o Click the Demote to Body Text button to demote a heading to body text.

» To expand and collapse subdocuments in Outline view

= Select or click in the subdocument. Then on the Outlining tab, in the Master
Document group, click the Expand Subdocuments button or the Collapse
Subdocuments button.

» To open a subdocument from Outline view

= On the Outlining tab, in the Master Document group, click the Show Document
button.
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Working in Draft View

@; H9-0|s ServiceOrientation.docx - Microsoft Word = B 2
n Home Insert  Page Layout References Mailings Review | View 7]
_.I H| 5 Web Layout ;J.: Ruler |‘_\} } Donerage  EENewwindow 13 [l =y =
A outline [ Gridlines =8 03 Two Pages = B Arrange All A j ==
Print  Full Screen = - o Zoom  100% X Switch Macros
layout Reading |==] Draft | Mavigation Pane = Page Width | =] Split 44 Windows = =
Docurnent Wiews Shiow Zoom Window Macros

I_E.......1.......2.......3.......4.......5.....__5___|‘...,...|

*  What are the goals of this project? (list)
*  What do we need to do to meet those goals? (list tasks)
*  Who will perform these tasks? (assign)

» &

*  What materials will we need? (assign)
*  When will the tasks be performed? (create schedule)

Departrnent rep will conclude with recap.

Time:
Committee: as needed
Team leaders: as needed

Department reps: up to 10 hours

Following the schedule set in the department meeting, the department rep will supervise the
ernployees as they carry out the project.

Some tasks the employees may be doing include

Page break indicator

Draft view displays the content of a document with a simplified layout so that you can
type and edit quickly. You cannot see layout elements such as headers and footers.

» To display or hide styles in the margin in Draft view

= On the Advanced page of the Word Options dialog box, in the Display section,
do one of the following, and then click OK:

o To display styles, enter a positive dimension (for example, 0.5") in the Style
area pane width in Draft and Outline views box.

o To hide styles, enter 0" in the Style area pane width in Draft and Outline
views box.

15
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Modifying the Program Window

When you want to focus on the layout of a document, you can display horizontal and
vertical rulers and gridlines to help you position and align elements.

Rulers Gridlines View Ruler button

Documentl - Microsoft Word =

Insert Page Layout References Mailings Review Wiew Developer

“ | a

VA ® *

When you are fine-tuning the layout of a document, you might find it helpful to display
formatting marks and hidden characters. Formatting marks, such as tabs and paragraph
marks, control the layout of your document, and hidden characters provide the structure
for behind-the-scenes processes, such as indexing.

» To display or hide rulers
= At the top of the vertical scrollbar, click the View Ruler button.

= On the View tab, in the Show group, select or clear the Ruler check box.

» To turn the display of the vertical ruler on or off
= On the Advanced page of the Word Options dialog box, in the Display section,
select or clear the Show vertical ruler in Print Layout view check box.
» To display or hide gridlines

= On the View tab, in the Show group, select or clear the Gridlines check box.

» To display or hide formatting marks and hidden characters

= On the Home tab, in the Paragraph group, click the Show/Hide T button.
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Magnifying Document Content

You can adjust the magnification of the document by using the tools available from the
ribbon or from the View Shortcuts toolbar located at the right end of the status bar.

o] Fixed magnification
) 200% () Page width ©) Many pages: levels
© 100% () Text width (=8 P
© 75% () Whale page =

Page-related

Percent: 100% = Ak
' magnification levels

Preview

AaBbCcDdEeXxYyZz

AaBbCeDdEEXXYyZ2

23BbCcDdEEXXYYyZ2

 — AaBhCeDdEEXxYYZz

Lok [ concel ]

«0o w4

[T} ] »

[Bles z= 100m%C) (#)}=— View Shortcuts
toolbar

<]

The View Shortcuts toolbar includes tools for changing the view and the magnification
of the document window.

Zoom Level button foom slider
[Eugzs wxo U &)
I I
Zoom Out button Zoom In button

See Also For information about changing the view, see the “Switching Views” topic
earlier in this section.
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» To zoom in or out in 10 percent increments

=» On the View Shortcuts toolbar, click the Zoom In button or the Zoom Out button.

» To zoom to a specific magnification
= On the View Shortcuts toolbar, drag the Zoom slider.

= On the View tab, in the Zoom group, click the 100%, One Page, Two Pages, or
Page Width button.

Or

1. On the View Shortcuts toolbar, click the Zoom level button.
Or
On the View tab, in the Zoom group, click the Zoom button.

2. In the Zoom dialog box, click a fixed magnification level or a page-related magnifica-
tion level, or in the Percent box, enter or select a magnification level. Then click OK

» To display multiple pages
= On the View tab, in the Zoom group, click the Two Pages button.
Or
1. On the View Shortcuts toolbar, click the Zoom level button.
Or
On the View tab, in the Zoom group, click the Zoom button.

2. In the Zoom dialog box, click the Many pages button, and select the number of
pages across and down that you want to display. Then click OK.

Tip You can select up to 2 pages down and 4 pages across by pointing to that
configuration on the default Many Pages grid. You can select up to 5 pages down
and 11 pages across by dragging through the grid.

Splitting a Document Window

It can be cumbersome to work in a long document that requires you to frequently scroll
up and down to view data elsewhere in the document.

In any view other than Full Screen Reading view, you can view multiple parts of a document
at one time by splitting the window. You can then independently scroll and work in two
views of the document at one time. Each part of the split window has its own ruler; com-
mands on the ribbon apply to the active content in either part of the split window or to
the entire document shown in both parts of the split window.



Split bar (active)

Split bar (inactive)
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Microsak Word = Separate scroll bars
Mailings  Review | |View o @
ServiceOnentation.docx - Microsoft Word
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Show | Zoom  100% Switch | Macros
| [t - = I Remove Split 4 | windows ~ -
- Zoom Window Macros
(=] &
-
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*  Familiarize you with the concept of service. i
*  Make service a part of your life.
* Engage and motivate you. v
e Build asense of tearnwork ameng all employees across departrnents. ;
* Provide appropriate skills development through brainstorming, planning, and leac
1 [ 1l e »

Plan project

|®

£8

-

Time:

Committee: ahours
Team leaders: 1hour
Department reps: 23 hours

Departrnent reps will meet with the team leader,
a Cornrnittee member, and other interested
emnployees for one hour to decide the following:

Page: dof 8 | Words: 1,007 | <& | P |

|[Bpnaz= wxo—U

» To split the window

= Drag the split bar from the top of the vertical scroll bar to the location where

you want to split the window.

Tip You can change the program window area allocated to each split pane by

dragging the split bar up or down.

= On the View tab, in the Window group, click the Split button. Then click in the

location where you want to split the window.

> To remove a split

-» Double-click the split bar that divides the pane.

-» Drag the split bar to its original location at the top of the scroll bar.

- On the View tab, in the Window group, click the Remove Split button.

19
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Displaying Multiple Program Windows

You can open multiple documents in independent windows, and you can open multiple
windows that display the same document.

You can display two windows side by side so that you can see the contents of both
simultaneously. When you display windows side by side, Word automatically turns on
synchronous scrolling, so that scrolling one window also scrolls the other. You can
also stack two or more windows on top of each other. When more than two windows
are stacked, the ribbon is hidden automatically. When only two windows are stacked,
you can manually minimize the ribbon to display only the tab names and occupy less
screen space.

(W] ServiceQrientation.docx - Microsoft Word o BEOER

0 R | 1 [ H [ 3 [ 4 P_‘\
t T

-

The Cornrnittee will contact people

recernrmended as department reps. ﬂ e ﬂ E
L 4

The Committee will pursueleads until all

-
positions are filled. &
o
Exvlainlthe peosition's responsibilities: The @L ®
4 il 3
Page:iof 6 | wordsio | B | B3 | ||3§||§.§§ won (——O0—(+)
@RDomP\annerWeb.docx:E-MicrosoftWord = = 2
[ 1 ' 2 ' 2 ' 4 ' c ' 3 At 7 ]
-
£
=]
. | I NFORMATION S HEET | i
1 [ [ »
Page:lof2 | wiordsio | G | 3 | ||3=J|$ = w00% (0——F)
(W] RoormPlanneriveb, doce - Micrasoft Word o BOE
comfortable? Does it relax you or does it invigorate you? i)
-
(el b e e ek Focus on the room s) youwould most like to change,
rest will fall into place. Brainstorm all the things you would change inthat room if you El
could, Don't think about what it would cost; just | et your
imagination go wild! It might be helpfulto write down all the -
negatives and positives, ¥oudon't needto come up with solutions all at once. Just be clear about what A
vou like and what you hate about that room. o
Wisit ourshowroom and purchase a Room Planner, Yhile you're there take alook around and see ¥
1 il

»
Pageilof 2 Column: 43 | Wordsi 814 | <8 | P | |[Ele & : % (=)L)
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> To open a second instance of a document in a separate window

= On the View tab, in the Window group, click the New Window button.

» To stack multiple program windows

=» In the Window group, click the Arrange All button.

» To restore stacked program windows

-» Maximize each program window.

» To display two program windows side by side
1. In the Window group, click the View Side by Side button.

2. If more than two documents are open, in the Compare Side by Side dialog box,
click the document you want to display side by side with the current document.

» To turn synchronous scrolling on or off
1. Display two program windows by using the View Side by Side command.

2. In the Window group, click the Synchronous Scrolling button.

» To restore side-by-side program windows to their original size

= In the Window group, click the View Side by Side button.

» To switch between multiple program windows
=» If the window is visible on the screen, click anywhere in the window.

= Click the Windows Taskbar button representing the window you want to make
active.

= In the Window group, click the Switch Windows button, and then click the window
you want to make active.
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Practice Tasks

The practice files for these tasks are located in the Word\Objectivel practice file
folder.

e Open the Viewingl document, and change the magnification so that you can
see two pages side by side. Then zoom to 100%, and jump to the Shipping
heading. Finally, jump to the top of page 5.

e Open the Viewingl and Viewing2 documents, and switch back and forth
between the two open windows. Then arrange the two document windows
so that they are stacked one above the other.

e Open the Viewing2 document, and arrange the screen so that you can see the
beginning and end of the document at the same time.

1.2 Apply Protection to a Document

Marking a Document as Final

Before you distribute a document to other people, you can mark it as final to prevent
anyone from making changes to it. Marking a document as final has the following results:

e The document is changed to read-only, and some buttons on the ribbon are
unavailable.

e A Marked As Final banner appears at the top of the document.

e A Permissions flag on the Info page of the Backstage view indicates that the
document has been marked as final.

e A Marked As Final Icon appears on the status bar.

Further changes cannot be made to the document by you or anyone else without first
removing the Marked As Final designation.
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Marked As Final icon

» To mark a document as final

1. On the Info page of the Backstage view, click the Protect Document button, and

then click Mark as Final.

2. In the Microsoft Word dialog box, click OK to acknowledge that the file will be

marked as final and saved.

3. If a Microsoft Word message box informing you that the document has been
marked as final appears, click OK.

Tip You can select the Don’t Show This Message Again check box to prevent the
message box from appearing when you mark documents as final in the future.
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» To remove the Marked As Final designation
= On the Marked as Final banner at the top of the document, click Edit Anyway.

= On the Info page of the Backstage view, click the Protect Document button, and
then click Mark as Final.

Restricting Formatting and Editing Changes

To prevent anyone from introducing inconsistent formatting into a document, you can
limit the styles that can be applied. You can select the styles individually, or you can imple-
ment the recommended minimum set, which consists of all the styles needed by Word for
features such as tables of contents. (The recommended minimum set doesn’t necessarily
include all the styles used in the document.)

Restrict Formatting and Editine + X
1. Formatting restrictions

Limnit Formatting to a selection of
shyles

Settings... Farmatting Restrictions @
2. Editing restrictions Shyles

Allaws only this type of editing in
the document:

Limit Formatting o a selection of styles

Tracked changes modify styles and the ability o apply direct formatting to the document,

By restricting Formatting ta the styles vou select, you prevent the ability ko
El Select the styles waou wank ta allow ta be used in this dacurment.

Checked styles are currently allowed:
3. start enforcement

[J1r1ay11a -
Are vou ready ko apply these [I1tayfi
sektings? (You can turn them off [ atticle | Section
laker) Ealloon Text (recommended)
[ Yes, Start Enforcing Prokeckian ] [¥] Bibliography (recommended)

Block Text {recommended)

Body Text {recommended)

See also Body Text 2 (recommended)

Baody Text 3 (recommended) 2

Restrick permission. ..

[ all l [&ecommended Timirmum l [ Mone

Farrmakking
[ Allow AutoFormat ko override Formatting restrictions
[ Block Theme or Scheme switching
[ Block Quick Style Set switching

’ K ] [ Cancel

You can also restrict the ways users can edit a document.



1 Sharing and Maintaining Documents 25

» To restrict formatting changes
1. On the Review tab, in the Protect group, click the Restrict Editing button.
Or

On the Info page of the Backstage view, click the Protect Document button, and
then click Restrict Editing.

2. In the Restrict Formatting and Editing task pane, in the Formatting restrictions
section, select the Limit formatting to a selection of styles check box, and then
click Settings.

3. In the Formatting Restrictions dialog box, do one of the following, and then click OK:
o Clear the check boxes of the styles that you will not allow in the document.

o Click None, and then select the check boxes of the styles that you will allow
in the document.

4. In the Start enforcement section of the Restrict Formatting and Editing task
pane, click Yes, Start Enforcing Protection.

5. In the Start Enforcing Protection dialog box, if you want to require a password
to use styles other than those you selected, enter a password in the Enter new
password and Reenter password to confirm boxes. Then click OK.

» To restrict editing

1. In the Restrict Formatting and Editing pane, in the Editing restrictions section,
select the Allow only this type of editing in the document check box.

2. In the Allow only... list, do one of the following:
o To force all changes to be tracked, click Tracked changes.
o To disable all changes other than commenting, click Comments.
o To disable changes outside of form fields, click Filling in forms.

3. In the Start enforcement section of the Restrict Formatting and Editing task pane,
click Yes, Start Enforcing Protection.

» To remove formatting and editing restrictions
1. In the Restrict Formatting and Editing pane, click Stop Protection.

2. If the Unprotect Document dialog box opens, enter the assigned password, and
then click OK.
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Restricting Document Access

If you want only certain people to be able to open and change a document, you can
assign a password to protect the document. Word then requires that the password be
entered correctly before the document can be opened and changed.

Password @

'LoansProtected' is reserved by Marlene Lambert

Enter password to modify, ar open read only,

Password:

[R_eadOnI\,f l [ Ok ]l Zancel ]

Word offers two levels of password protection:

Unencrypted The document is saved in such a way that only people who know the
password can open it, make changes, and save the file. People who don’t know
the password can open a read-only version. If they make changes and want to
save them, they have to save the document with a different name or in a different
location, preserving the original.

Encrypted The document is saved in such a way that people who do not know the
password cannot open it at all.

» To require a password to open a document

1.

2.

On the Info page of the Backstage view, click the Protect Document button, and
then click Encrypt with Password.

In the Encrypt Document dialog bo, in the Password box, enter the password
you want to assign to the document. Then click OK.

Or
In the left pane of the Backstage view, click Save As.

At the bottom of the Save As dialog box, click Tools, and then click General
Options.

In the General Options dialog box, in the Password to open box, enter the password
you want to assign to the document. Then click OK.

Tip Instead of setting a password, you can select the Read-Only Recommended
check box to cause Word to display a message suggesting that the document be
opened as read-only.
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4. In the Confirm Password dialog box, in the Reenter password to modify box, enter
the password, and then click OK.

5. In the Save As dialog box, click Save. If prompted to do so, click Yes to confirm that
you want to replace the existing file. \

» To require a password to modify a document
1. In the left pane of the Backstage view, click Save As.
2. At the bottom of the Save As dialog bo, click Tools, and then click General Options.

3. In the General Options dialog box, in the Password to modify box, enter the
password you want to assign to the document. Then click OK.

4. In the Confirm Password dialog box, in the Reenter password to modify box, enter
the password, and then click OK.

5. In the Save As dialog box, click Save. If prompted to do so, click Yes to confirm that
you want to replace the existing file.

» To remove a password requirement
1. In the left pane of the Backstage view, click Save As.

2. At the bottom of the Save As dialog box, click Tools, and then click General
Options.

3. In the General Options dialog box, delete the content of the Password to open or
Password to modify box. Then click OK.

4. In the Save As dialog box, click Save. Then click Yes to confirm that you want to
replace the existing file.

Practice Tasks

The practice files for these tasks are located in the Word\Objectivel practice file
folder. Save the results of the tasks in the same folder.

e Open the Finalizing document, mark it as final, and save it as MyFinalizing.
Then close and reopen the document, note the functionality that is unavail-
able, and remove the Marked As Final designation.

e Open the Password document, set the password for the file to P@ssword,
and save it as MyPassword. Then close and reopen the document.
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1.3 Manage Document Versions

Like other Office programs, Word automatically saves a temporary copy of an open file
every 10 minutes. If you close a file without saving it, you can return to the most recently
saved temporary version. You can also display the temporary copies of files that you started
but never saved.
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L5 Open =
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Info \.Eif] Anyone can apen, copy, and change any part of this
document. Properties =
Protect . 24KB
Recent Document = s ——
g 8
New Wards 1007

Total Editing Time 365 M

Prepare for Sharing Title

Print Eas Before shanng this file, be aware that it contains:
. Document properties, document server properties,

Comments
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Related Dates
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Document versions

» To change the AutoSave frequency
= On the Save page of the Word Options dialog box, in the Save AutoRecover
information every box, enter a number of minutes from 1 through 120.
» To display a previous (saved) version of the current document

= On the Info page of the Backstage view, in the Versions list, click the version of
the file you want to display.
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> To replace the current file with a previous version
1. Display the previous version of the file.

2. On the Autosaved Version bar that appears below the ribbon, click Restore.

> To display a temporary (unsaved) version of a document

1. On the Info page of the Backstage view, click the Manage Versions button, and
then click Recover Unsaved Documents.

2. In the Open dialog box displaying the contents of your UnsavedFiles folder, click
the file you want to display, and then click Open.
» To delete temporary document versions

1. On the Info page of the Backstage view, click the Manage Versions button, and
then click Delete All Unsaved Documents.

2. In the dialog box prompting you to confirm the deletion, click Yes.

Practice Tasks

The practice file for these tasks is located in the Word\Objectivel practice file folder.
Save the results of the tasks in the same folder.

e Open the Versions document and save it as MyVersions. Configure Word to
automatically save a draft version of the document every 1 minute.

e In the MyVersions document, change the title to Business Office Procedures.
Then save the document.

e Display and then restore the original version of the MyVersions document.

1.4 Share Documents

Sending Documents

Word 2010 provides many simple ways of sharing documents, even without first saving
them. From within Word, you can send a document as an email attachment, share a doc-
ument from a Windows Live SkyDrive site or SharePoint site, or convert a document and
send it as a PDF file or an XPS file.
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Tip If you have the services of a third-party online fax service provider, you can send a
document from within Word as an Internet fax.
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» To send a document as an email message attachment
1. In the left pane of the Save & Send page of the Backstage view, click Send Using
E-mail.
2. In the right pane of the Save & Send page, do one of the following:
o Click the Send as Attachment button to send the document as a .docx file.
o Click the Send as PDF button to send the document as a .pdf file.

o Click the Send as XPS button to send the document as an .xps file.

Tip Itis not necessary to provide a file name when sending a document that has
not yet been saved.

3. Enter the recipient name and other necessary information in the email message
composition window, and then send the message.

» To send a link to a shared document
1. Save the document in a shared location.

2. In the left pane of the Save & Send page of the Backstage view, click Send Using
E-mail.
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3. In the right pane of the Save & Send page, click the Send a Link button.

4. Enter the recipient name and other necessary information in the email message
composition window, and then send the message.

Saving Documents in Shared Locations

You can share a document with other people by saving it to a Windows Live SkyDrive
folder or to a SharePoint site.

Tip A free Windows Live SkyDrive account allows you to store and share up to 25 GB of
files, such as photos and Microsoft Office documents, on the Internet. To create a Windows
Live SkyDrive folder, visit skydrive.live.com, and sign in with your Windows Live ID.

To develop a document with other users, you need to save it to a SharePoint 2010 site. You
then continue to work on it from the site. When another contributor begins making changes
to the file stored on the site, Word alerts you to that person’s presence. You can display a list
of the other people who are actively working on the document and their availability.

As the people working on the document make changes, Word keeps track of them. When
you finish working with the document, you save and close it as usual. The next time you
open it, you'll see the changes made by anyone else who has worked on the document.
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» To save a document to an existing Windows Live SkyDrive folder

1.
2.

3.

In the left pane of the Save & Send page of the Backstage view, click Save to Web.

In the right pane of the Save & Send page, in the Shared Folders list, click the
folder in which you want to save the document. Then click the Save As button.

In the Save As dialog box displaying the selected workspace, enter a file name,
select a file format, and then click Save.

» To create a Windows Live SkyDrive folder from within Word

1.
2.
3.

4.

In the left pane of the Save & Send page of the Backstage view, click Save to Web.
In the right pane of the Save & Send page, click the New Folder button.

On the Windows Live SkyDrive site, follow the instructions to log in and create a
folder.

On the Save & Send page, click the Refresh button.

» To save a document to a SharePoint site

1.

2.

In the left pane of the Save & Send page of the Backstage view, click Save to
SharePoint.

In the Recent Locations list, click the SharePoint document library in which you
want to save the file.

Or
In the Locations list, click Browse for a location.

Tip You can save a document only to an existing document library; you can't create a
document library from within Word.

Click the Save As button.

In the Windows Security dialog box, enter your SharePoint site credentials, and
then click OK.

In the Save As dialog box, if necessary, browse to the document library in which you
want to save the file. Then enter a file name, select a file format, and click Save.
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Publishing Documents as Blog Posts

You can share the content of a document with other people by publishing it as a blog
post. If you have already set up a blog account with a blog service provider, you can
register your account with Word the first time you create a blog post. If you haven't
yet set up the blog account, you need to register with a service provider before you
can publish your first post. Thereafter, Word uses your registered account information
when you create or publish a blog post.

You can publish any document as a blog post.
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You can also create a blog post by using a template designed specifically for that purpose,
publish a draft of the post to your blog space, and then publish the final version.
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» To create a document specifically as a blog post

1.
2.

3.

Create a blog account with a provider such as WordPress.

On the New page of the Backstage view, under Available Templates, click Blog
post. Then in the right pane, click the Create button.

If you have not already registered your blog account with Word, click Register Now
in the Register a Blog Account dialog box, and follow the instructions to register
your existing account.

Enter the content you want to publish to your blog, and then save the file.

On the Blog Post tab, in the Blog group, click the Publish arrow, and then click
Publish as Draft.

In the Connect To <Blog Title> dialog box, enter the space name and password
for your blog, and then click OK.

On the Blog Post tab, in the Blog group, click the Home Page button.

Display and review the draft blog post. Make any necessary changes, and then
click Publish.
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» To publish a document as a blog post (

1. In the left pane of the Save & Send page of the Backstage view, click Publish as
Blog Post.

2. In the right pane of the Save & Send page of the Backstage view, click the Publish \
as Blog Post button.

3. If you have not already registered your blog account with Word, click Register Now
in the Register a Blog Account dialog box, and follow the instructions to register
your existing account.

4. On the Blog Post tab, in the Blog group, click the Publish arrow, and then click
Publish as Draft.

5. In the Connect To <Blog Title> dialog box, enter the space name and password
for your blog, and then click OK.

6. On the Blog Post tab, in the Blog group, click the Home Page button.

7. Display and review the draft blog post. Make any necessary changes, and then
click Publish.

Practice Tasks

The practice file for these tasks is located in the Word\Objectivel practice file folder.
Save the results of the tasks in the same folder.

Tip You can perform these tasks only if you have a blog account or set up a blog
account during the process.

e C(reate a new document based on the Blog Post document template. Replace
the title placeholder with Walla Walla Music and paste the first two paragraphs
of the Orchestra document into the content area. Then save the document as
MyBlogPost.

e Publish a draft of the MyBlogPost document to your blog. Then display the
blog post, change the title to Walla Walla Symphony Orchestra Review, and
publish a final version of the post to your blog.

e Publish the Orchestra document directly to your blog.
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1.5 Save a Document

The 2007 Microsoft Office system introduced a new set of file formats based on XML,
called Microsoft Office Open XML Formats. By default, Word 2010 (and Word 2007)
documents are saved in the .docx format, which is a Word-specific Open XML format.
The .docx format provides the following benefits:

e File sizes are smaller than with previous file formats.

e |t is simpler to recover damaged content because XML files can be opened in a
variety of text editors.

e Security is greater because .docx files cannot contain macros, and personal data
can easily be identified and removed from files.

Documents saved in the .docx format can be opened by Word 2010 and Word 2007.
Users of earlier versions of Word can download a converter that will allow them to
open a .docx file in their version of Word.

In addition to the .docx format, Word provides these Open XML formats:
e .docm This format is for macro-enabled documents.
e .dotx This format is for document templates.
e dotm This format is for macro-enabled document templates.

You can save a Word document in many formats, some of which optimize the file for
specific uses.
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If you intend to share a Word document specifically with users of Word 2003, 2002,
2000, or 97, you can save it in the .doc file format used by those versions of the pro-
gram. Word 2010 opens .doc files in Compatibility Mode. Compatibility Mode turns
off advanced program features; these features can be re-enabled by saving the file in
one of the current file formats.

If you want to save a Word document in a format that can be opened by the widest
variety of programs, use one of the following formats:

e Rich Text Format (.rtf) This format preserves the document’s formatting.
e Plain Text (.txt) This format preserves only the document’s text.

If you want to ensure that the appearance of the file content is the same no matter what
computer or device it is displayed on, or if you want to ensure that other people can't
easily modify the file, you can save it in one of the following formats:

e Portable document format (PDF) A fixed-layout document format created by
Adobe Systems. A PDF file includes the text, fonts, images, and vector graphics that
compose the document. The Adobe Reader or Adobe Acrobat software is required
to view a PDF document.

e XML Paper Specification (XPS) document format A fixed-layout document format
created by Microsoft. The XPS document format consists of structured XML markup
that defines the layout of a document and the visual appearance of each page, along
with rendering rules for distributing, archiving, rendering, processing, and printing
the documents.

Each of these formats displays content in a device-independent manner.

When you save a Word document in PDF or XPS format, you can optimize the file size of
the document for your intended distribution method. You can also do the following:

e Specify the pages to include in the .pdf or .xps version of the document.
e Include or exclude comments and tracked changes.
e Include or exclude items such as bookmarks and properties.

e Set specific PDF options.
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You can save a document as a webpage in any of three formats:

39

e Web Page This format saves the webpage as an .htm file with a folder of supporting
files that ensure the page is rendered exactly as you want it.

e Single File Web Page This format embeds all the information necessary to render
the webpage in one MIME-encapsulated aggregate HTML (.mhtml) file that can be

distributed via email.

e Web Page, Filtered This format removes any Office-specific tags from the file and

significantly reduces the size of the web document and its accompanying folder of

supporting files. However, it can also radically change the look of the document. For
example, it might change a shaded background to a solid color, making the resulting

page difficult to read.
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After you save a document as a webpage, it is no longer a Word document. However, you
can still open, view, and edit the webpage in Word, just as you would a normal docu-
ment. (You can also open and edit HTML-format webpages created in other programs.)
Making changes can be as basic as replacing text and adjusting alignment, or as advanced
as moving and inserting graphics. When you finish modifying the webpage, you can resave
it as a webpage, or save it as a regular Word document.

In the Web Options dialog box, which is available from the Tools menu in the Save As
dialog box, you can specify which browsers you anticipate will be used to view your
webpages. You can also have Word disable any features that are incompatible with the
specified browsers.

Wieh Options @

Browsers | Files IPictures I Encoding I Fonts |

Targek Browsers
Peaople who view this Web page will be using:
Microsaft® Internet Explorer® 6 or later El

Each choice abaove gives smaller Web pages than the choice befare

Options

ow PG as a graphics Format

Disable features not supported by these browsers
Rely on 55 For font Formatting

["|rely on yML For displaying agraphics in browsers
Sawe new Web pages as Single File Web Pages

[ oK ]’ Cancel ]

Strategy View the other pages of the Web Options dialog box to familiarize yourself
with the kinds of settings available for webpages.

» To save a document in a specific format
1. In the left pane of the Backstage view, click Save As.

2. In the Save As dialog box, browse to the folder in which you want to save the
document. Enter a file name, select a file format, and then click Save.

Or

1. In the left pane of the Save & Send page of the Backstage view, click Change
File Type.

2. In the right pane of the Save & Send page, in the Document File Types or Other
File Types list, click the file format in which you want to save the document.
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3. Click the Save As button. (

4. In the Save As dialog box, browse to the folder in which you want to save the
document. Enter a file name, select a file format, and then click Save.

» To save a document as a PDF file or an XPS file \

1. In the left pane of the Backstage view, click Save As. In the Save As dialog box,
browse to the folder in which you want to save the document, and enter a file
name. Then in the Save as type list, click PDF (.pdf).

Or

In the left pane of the Save & Send page of the Backstage view, click Create
PDF/XPS Document. Then in the right pane, click the Create PDF/XPS button.
In the Publish as PDF or XPS dialog box, browse to the folder in which you want to
save the document, and enter a file name.

2. In the Optimize for area, click Standard to generate a larger, higher-quality file or
Minimum size to generate a smaller, lower-quality file. Then click Options.

3. In the Options dialog box, select the document content you want to include in the
file, and then click OK.

4. In the Save As dialog box, click Save.
Or
In the Publish as PDF or XPS dialog box, click Publish.

Practice Tasks

The practice files for these tasks are located in the Word\Objectivel practice file
folder. Save the results of the tasks in the same folder.

e Open the Savingl document, and save it with the name MyCompatibility in a for-
mat that users of Word 2003 can work in. Close the MyCompatibility document
and then open it in Compatibility Mode and note the changes in the document.

e Open the Saving2 document, and save only page 3 as a PDF file named MyPDF,
ensuring that the document headings are bookmarked in the MyPDF file.

e Open the Saving3 document, and save it as a single-file webpage named
MyWebpage that is optimized for display at a screen resolution of 1024x768.
Then display the MyWebpage file in Windows Internet Explorer.
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1.6 Apply a Template to a Document

Every new document you create is based on a document template. A Word 2010 docu-
ment template is a file with a .dotm or .dotx extension that defines information about
style sets and color schemes and can also contain content (words and graphics).

See Also For information about using styles and style sets supplied by a template, see
section 2.1, “Apply Font and Paragraph Attributes.”

When you create a document from the New page of the Backstage view, you base the
document on any of the templates installed in the default template location on your com-
puter, or on other templates that you can download from the Microsoft Office Online site.

[l Save
Available Templates
Save A5
E5 open {2t Home
d Close
Info C LA ]
g b i 4
Recent Blank Elog post Recent Sample Iy termplates Hews fram
document ternplates termplates existing
Office.com Ternplates Search Office.com for templates
Print _ o _
4 4 roereees)
Save & Send E___J J — _’_ﬂ QJ )
Arcess Agendas Books Erochures Budgets Business Calendars
Help databases
New =
[ options Personal Templates
5 T ®
E Exit L]
28 &8 & =
: A ; Preview
Certificates Charts and BoxedArt_fax  Business Fax FaxCoversh...
diagrarns _child.datx  cover she...
@ Presview not available,
=
Blank
Diocurnent Create Mew
@ Document () Template
x

Tip By default, templates are stored in the AppData\Roaming\Microsoft\Templates
subfolder of your personal folder.
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The most common document, a blank document, is based on the Normal document
template. Word 2010 also comes with document templates from which you can create
a blog post and a variety of faxes, letters, reports, and resumes. From the New page,
you can download design templates for dozens of types of documents, including bro-
chures, business cards, calendars, lists, menus, and postcards. Some of these templates
were created by Microsoft. Others, known as community templates, were created and
made available by computer users such as yourself.

After you create a document, you can change the template on which the document
is based by applying a different template. Document template options can be easily
accessed from the Developer tab, which is not displayed on the ribbon by default.

» To display the Developer tab

= On the Customize Ribbon page of the Word Options dialog box, in the Customize
the Ribbon pane, under Main Tabs, select the Developer check box. Then click OK.

» To attach a local template to a document
1. On the Developer tab, in the Templates group, click Document Template.

2. On the Templates page of the Templates and Add-ins dialog box, in the
Document template area, click Attach.

3. In the Attach Template dialog box, navigate to and double-click the template you
want to attach.

4. Inthe Templates and Add-ins dialog box, select the Automatically update document
styles check box, and then click OK.

5. On the Home tab, in the Styles group, click the Change Styles button, point to Style
Set, and then click Reset to Quick Styles from <template name> Template.

» To attach a web template to a document

1. On the New page of the Backstage view, in the Office.com Templates section,
browse to the web template you want to attach.

Or

On the New page of the Backstage view, in the Office.com Templates section
header, enter a search term in the Search Office.com for templates box, and
press Enter. Then locate the web template you want to attach.

2. Select the template and then, in the right pane, click the Download button.
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3. On the Developer tab, in the Templates group, click the Document Template
button.

4. On the Templates page of the Templates and Add-ins dialog box, in the Document
Template area, click Attach.

5. In the Attach Template dialog box, navigate to and double-click the downloaded
template.

6. In the Templates and Add-ins dialog box, select the Automatically update document
styles check box, and then click OK.

7. On the Home tab, in the Styles group, click the Change Styles button, point to Style
Set, and then click Reset to Quick Styles from <template name> Template.

Practice Tasks

The practice files for these tasks are located in the Word\Objectivel practice file
folder. Save the results of the tasks in the same folder.

e Double-click the ExecutiveResume document template to open a new docu-
ment based on the template. In the new document, display the Developer tab
on the ribbon. Then save the document as MyResume.

e Attach the UrbanResume document template to the MyResume document and
ensure that the document styles are updated to the new template. Then note
the differences.

Objective Review
Before finishing this chapter, ensure that you have mastered the following skills:

1.1 Apply Different Views to a Document
1.2 Apply Protection to a Document

1.3 Manage Document Versions

1.4 Share Documents

1.5 Save a Document

1.6 Apply a Template to a Document



2 Formatting
Content

The skills tested in this section of the Microsoft Office Specialist exam for Microsoft
Word 2010 relate to modifying the appearance and structure of document content, and
locating specific content within a document. Specifically, the following objectives are
associated with this set of skills:

2.1 Apply Font and Paragraph Attributes

2.2 Navigate and Search Through a Document

2.3 Apply Indentation and Tab Settings to Paragraphs
2.4 Apply Spacing Settings to Text and Paragraphs
2.5 Create Tables

2.6 Manipulate Tables in a Document

2.7 Apply Bullets to a Document

By applying specific styles or formatting to elements of your document, you can organize

it and make it easier to read. For example, you can format section headings to indicate the
structure of the document or emphasize text by changing its size, applying bold or italic
formatting, or underlining it. You can also break down specific points you want to make

by setting them up in a bulleted list, or organize data by inserting it in a table.

This chapter guides you in studying ways of formatting document content by applying
styles and character formatting; applying indentation and tab settings to paragraphs;

and changing the spacing of both paragraphs and text. It also examines ways of navi-

gating through and searching for text; creating and manipulating tables; and creating

bulleted lists.

Practice Files Before you can complete the practice tasks in this chapter, you need

to copy the book’s practice files to your computer. The practice files you'll use to com-
plete the tasks in this chapter are in the Word\Objective2 practice file folder. A complete
list of practice files is provided in “Using the Book’'s Companion Content” at the begin-
ning of this book.
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2.1 Apply Font and Paragraph Attributes
Applying Character Formatting

By default, the font used for text in a new Word document is Calibri, but you can
change the font at any time. Each font consists of characters, numbers, and/or symbols
that share a common design. You can vary the look of the base font by changing the
following attributes:

Size Almost every font comes in a range of sizes, measured in points. A point is
approximately 1/72 of an inch.

Style The most common styles are regular (or plain), italic, bold, and bold italic.

Color The palette includes the colors of the theme applied to the document and a
set of standard colors. You can also specify custom colors.

Underline You can choose from a variety of underline styles as well as change the
underline color.

Effects Various enhancements can be applied, such as strikethrough, shadows, or
embossing. You can also hide text by applying the Hidden font effect.

Case You can specify small capital letters (small caps), all capital letters, or all
lowercase. You can mix the case by specifying that the first word in a selection
should have an initial capital letter (sentence case) or all words should have initial
capital letters (title case). You can also toggle the case of selected text, changing
all uppercase letters to lowercase and lowercase letters to uppercase.

Character spacing You can push characters apart or squeeze them together. This
is also called kerning.

After you select an appropriate font for a document, you can use these attributes to
achieve different effects. Although some attributes might cancel each other out, they are
usually cumulative. Collectively, the font and its attributes are called character formatting.

You can change the character formatting of a selection by clicking buttons on the Mini
Toolbar or in the Font group on the Home tab. You can change several character formats
at once from the Font dialog box.
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Font

Advanced

Character Spacing
Scale: 100%
Spacing: | Marmal
Position: | MNormal |Z|

[] kerning For Fonts:

OpenType Features
Ligatures: MNone
Murber spacing: | Default
Murmber Forms: Default

Skylistic seks: Default

[ Use Contextual Alternates

Preview

Strategy Word provides so many ways to format text that it would be impossible to
detail them all here. Be sure you are familiar with the attributes available from the Font

Paints and abowve

Font @

Fonk Adwanced

Eont: Font style: Size:
Times News Roman Reqular

Tekkan Pro - -

Times MNew Roman

Faont color: Underline style; Underline colar;
Automnatic E| (none) IEI Aukomatic
Effects
[ strikethrough ] Small caps
[ Double strikethrough [ &ll caps
[ Superscript [ Hidden
[ subscript
Preview

Times Mew Eoman

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

’Set As Default ] ’Text Effects... ] [ [0]4 l [ Cancel

group on the Home tab and from the Font dialog box.

47



48 Exam 77-881 Microsoft Word 2010

» To apply character formatting to selected text

= On the Mini Toolbar, or in the Font group on the Home tab, click the attribute you
want to apply.

Tip You can format a word by clicking anywhere in the word (other than at the beginning
or the end) and then clicking the attribute you want to apply.

» To change the font size of selected text

= On the Mini Toolbar or in the Font group on the Home tab, click the Grow Font
button to increase the font to the next standard size, or click the Shrink Font button
to decrease the font to the next standard size.

» To change the case of selected text

= On the Home tab, in the Font group, click the Change Case button, and then click
Sentence case, lowercase, UPPERCASE, Capitalize Each Word, or tOGGLE cASE.

» To apply a special effect to selected text
=» In the Font group, click the Strikethrough, Subscript, or Superscript button.
Or
1. On the Home tab, click the Font dialog box launcher.

2. On the Font page of the Font dialog box, in the Effects area, select the check box
for the effect you want to apply. Then click OK.

» To change the character spacing of selected text
1. In the Font dialog box, display the Advanced page.

2. In the Character Spacing area, change the Spacing setting to Expanded or
Condensed, set the number of points of expansion or contraction, and then
click OK.

> To highlight selected text
= On the Mini Toolbar, in the Highlight list, click the color you want.

= On the Home tab, in the Font group, in the Text Highlight Color list, click the color
you want.

Tip If you click the Highlight button without first making a selection, the mouse
pointer becomes a highlighter that you can drag across text. Click the Highlight
button again or press Esc to turn off the highlighter.
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» To clear formatting from selected text
= On the Home tab, in the Font group, click the Clear Formatting button.

= Press Ctrl+Spacebar.

Strategy In addition to character formatting, you can apply various attributes, including
alignment, shading, and borders, to entire paragraphs. Be sure you are familiar with these
simple types of paragraph formatting.

Applying Styles
Styles are named sets of paragraph and/or character formatting that you can use in place
of manual formatting to produce a consistent look throughout a document. There are five

types of styles: Character, Paragraph, Linked, Table, and List. The most common types of
styles you will use are the following:

e Paragraph styles You can use these styles to apply a consistent look to different
types of paragraphs, such as headings, body text, captions, quotations, and list
paragraphs. Some built-in paragraph styles, such as Heading 1 and Heading 2,
are associated with outline levels.

e Character styles You can use these styles to change the appearance of selected
words.

You can view the available styles in several locations, including the following:

e In the Styles group on the Home tab of the ribbon, the Quick Styles gallery displays
the styles designated in the active style set as Quick Styles. Part of the Quick Styles
gallery is visible at all times in the Styles group—the number of visible styles depends
on the width of your program window and screen resolution. You can scroll the gal-
lery or expand it to display all the current Quick Styles. From the Quick Styles gallery,
you can apply and manage all Quick Styles.

o At the right side of the program window, the Styles pane displays all the styles avail-
able in the currently active document templates or a subset thereof, such as only
those that are currently in use. You can display or hide the Styles pane, and from it
you can apply and manage all styles, including those designated as Quick Styles.

See Also For information about templates, see section 1.6, “Apply a Template to a
Document.”

In the Styles pane, paragraph styles are identified by a paragraph mark, and char-
acter styles are identified by the letter a. You can point to any style to display a
ScreenTip detailing the formatting included in the style.
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o At the left side of a document displayed in Draft view or Outline view, the style area
pane displays the name of the style attached to each paragraph. The style area pane
does not display character styles. You can display or hide the style area pane.

See Also For information about displaying the style area pane, see section 1.1,

“"Apply Different Views to a Document.”

Style area pane Styles pane
@: H«”' - |5 MOS_P1 Word_01.docx [Compatibility Mode] - Microsoft Word = = 53
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= [uiLst 13
Heading 2,h2 - - - .
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Ch Numbe: a
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You can tell Word to select all text to which a particular style is applied and then globally
switch to a different style. You can also globally clear the formatting of a particular style

so that the text reverts to Normal style.
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» To display the style area pane in a document
1. Display the document in Draft view or Outline view.
2. Display the Advanced page of the Word Options dialog box.
3. In the Display area, enter a positive number in the Style area pane width in Draft
and Outline views box. Then click OK.
» To display the Styles pane in the program window

= On the Home tab, click the Styles dialog box launcher.

» To display visual representations of styles in the Styles pane

= At the bottom of the Styles pane, select the Show Preview check box.

» To display a specific selection of styles in the Styles pane
1. At the bottom of the Styles pane, click Options.

2. In the Style Pane Options dialog box, click Recommended, In use, In current
document, or All styles in the Select styles to show list.

3. In the Select how list is sorted list, click Alphabetical, As Recommended, Font,
Based on, or By type.

4. Select the check boxes for the types of formatting you want to show as styles,
and then click OK.

» To apply a character style

1. Select the text you want to format.

2. In the Styles pane, click the character style you want to apply.

» To apply a paragraph style
1. Select or position the cursor anywhere in the paragraph you want to format.

2. In the Styles pane, click the paragraph style you want to apply.

» To apply a Quick Style
1. Select or position the cursor in the text you want to format.

2. On the Home tab, in the Quick Styles gallery, click the style you want to apply.
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» To clear all instances of a style

1. On the Advanced page of the Word Options dialog box, ensure that the Keep
track of formatting check box is selected in the Editing options section.

2. In the Styles pane, point to the style you want to clear, click the arrow that appears,
and then click Clear Formatting of Instance(s).

» To copy existing formatting to other text
1. Select the text that has the formatting you want to copy.

2. On the Mini Toolbar or in the Clipboard group on the Home tab, click the Format
Painter button once if you want to apply the copied formatting only once, or click
it twice if you want to apply the copied formatting multiple times.

3. Click the word or select the text to which you want to apply the copied formatting.
If you clicked the Format Painter button twice, repeat this step as many times as
you want.

4. When you finish, click the Format Painter button again, or press the Esc key, to
turn off the Format Painter.

Practice Tasks

The practice files for these tasks are located in the Word\Objective2 practice file
folder. If you want to save the results of the tasks, save them in the same folder with
My appended to the file name so that you don't overwrite the original practice file.

e In the Characters document, format the Beautiful Bamboo heading with the
Stencil font. Make it bold and 26 points, apply the Outline effect, and expand
the character spacing by 2 points. Then change its color to the light green
standard color.

e In the Characters document, in the paragraph that begins Because they are
so easy to grow, format the names chimonobambusa marmorea, indocalamus
tessellatus, pleioblastus chino vaginatus, bambusa glaucophylla, and otatea
acuminata aztecorum in small caps. Then change all small caps formatting
to italic.

e In the Styles document, display the style area pane at the left side of the docu-
ment in Draft view. Apply the formatting of the Author Meet and Greet Update
heading to the Fantasy Author Starts Book Tour paragraph at the bottom of the
document by using the Format Painter.
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2.2 Navigate and Search Through a Document

Moving Around in a Document

The Navigation Pane has two pages on which you can display headings and page thumb-
nails. You can move to specific locations in the document by clicking items on these pages
in the Navigation Pane.

Document headings Page thumbnails
Navigation v X ) B L
Displaying a Document in Prir
Search Document
Print Layout view display
E A g can see elements cucl
- " . s
1 Sharing and Maintaining Documents 4 To hide or display «p
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4 Switching Views opposing arrows
Displaying a Document in Print Layout View U On the Display p
Displaying a Document in Full Screen Rea... section, clear or <
Displaying a Document in Web Layou igati - X [
. L Wavigetion 2. In the Encrypt Docume:
Displaying a Document in Outiine Viep o - acumentinte tha Basm
Displaying a Document in Draft View
oo | = . Or
Madifying the Program Window J ao | =
- 1. In the left pane of the |

Magnifying Document Content

[

. At the bottom of the Sa

. In the General Option:
you want to assign to tf

Splitting a Document Window

Fl

w

Tip Instead of setting =
bex to cause Word to d
read-only.

4. In the Confirm Passwor
maodify box, and then

. In the Save As dialogy |
want to replace the exi:

(v}

4 To require a password to |

1. In the |eft pane of the

» To display and move to document headings
1. On the View tab, in the Show group, select the Navigation Pane check box.
2. In the Navigation Pane, click the Browse the headings in your document tab.

3. To move to a specific section of the document, click its heading in the Navigation
Pane.

Tip The Navigation Pane displays only headings that are formatted with heading para-
graph styles. For information about paragraph styles, see section 2.1, “Apply Font and
Paragraph Attributes.”

-
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» To display and move to pages
1. In the Navigation Pane, click the Browse the pages in your document tab.

2. To move to a specific page of the document, click its thumbnail in the Navigation
Pane.

Tip You can display more or fewer page thumbnails in the Navigation Pane by changing
its width. To change the width of the Navigation Pane, drag its right border.

Searching for Content and Formatting

You can search for text from the Navigation Pane, and refine the search by selecting

options in the Find Options dialog box.
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In addition to simple content, you can locate specific formatting, styles, and special

Sek As Default

B
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[] Match suFFis
D Ignore punckuation characters
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characters by using the Find And Replace dialog box.
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Baragraph Mark
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Section Break
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Strategy Be familiar with the elements and characters you can locate from the Format
and Special menus in the expanded Find And Replace dialog box.

» To locate text

1. In the Search Document box at the top of the Navigation Pane, enter the text you
want to locate.

2. In the Navigation Pane, click the Browse the results from your current search tab.
3. To move to a specific search result, click the entry in the Navigation Pane.

4. To refine the search, click the Find Options and additional search commands arrow,
and then click Options.

5. In the Find Options dialog box, select the check boxes of additional search param-
eters, and then click OK.
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» To locate styles and formatting

1. On the Home tab, in the Editing group, click the Find arrow, and then click
Advanced Find.

Or

In the Navigation Pane, on the Browse the results from your current search page,
click the Find Options and additional search commands arrow, and then click
Advanced Find.

2. On the Find page of the Find and Replace dialog box, click the Format button,
and then click the type of formatting you want to locate. Refine the formatting
identification if necessary, and then click OK.

» To locate special characters

1. On the Home tab, in the Editing group, click the Find arrow, and then click
Advanced Find.

Or

In the Navigation Pane, on the Browse the results from your current search page,
click the Find Options and additional search commands arrow, and then click
Advanced Find.

2. On the Find page of the Find and Replace dialog box, click the Special button,
and then click the character you want to locate.

» To highlight all occurrences of text or formatting

1. On the Home tab, in the Editing group, click the Find arrow, and then click
Advanced Find.

2. On the Find page of the Find and Replace dialog box, specify the text or formatting
you want to highlight, click Reading Highlight, and then click Highlight All.
> To replace text or formatting
1. On the Home tab, in the Editing group, click the Replace button.
2. On the Replace page of the Find and Replace dialog box, do the following:

o Click the Find what box, and then specify the text and/or formatting you
want to replace.

o In the Search Options area, refine the search specifications as necessary.

o Click the Replace with box, and then specify the replacement text and/or
formatting.
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3. On the Replace page, do one of the following:
o Click Replace All to replace all instances of the specified text and/or formatting.

o Click Find Next to locate the first instance of the specified text and/or format-
ting. Then click Replace to replace the instance and move to the next, or Find
Next to move to the next instance without making a change.

» To locate document elements

=» In the Navigation Pane, on the Browse the results from your current search page,
click the Find Options and additional search commands arrow and then, in the
Find section, click the element you want to locate.

- Below the vertical scroll bar, click the Select Browse Object button, and then click
the element you want to locate.

Or
1. On the Home tab, in the Editing group, click the Find arrow, and then click Go To.

2. On the Go To page of the Find and Replace dialog box, in the Go to what list, click
the element you want to locate.

Practice Tasks

The practice file for these tasks is located in the Word\Objective2 practice file folder.
If you want to save the results of the tasks, save them in the same folder with My
appended to the file name so that you don't overwrite the original practice file.

e In the Finding document, highlight all instances of The Taguien Cycle. Then
change all instances of The Taguien Cycle, to italic.

e On page 2 of the Finding document, change the style of the last four lines of
text on the page to Subtitle.

e In the Finding document, replace all instances of nonbreaking spaces with
regular spaces.
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2.3 Apply Indentation and Tab Settings to Paragraphs

Indenting Paragraphs

In Word, you don’t define the width of paragraphs and the length of pages by defining
the area occupied by the text; instead, you define the size of the white space—the left,
right, top, and bottom margins—around the text.

See Also For information about setting margins, see section 3.1, “Apply and Manipulate
Page Setup Settings.”

Although the left and right margins are set for a whole document or section, you can vary
the position of the paragraphs between the margins. The quickest way to indent a para-
graph from the left is to click the Increase Indent button; clicking the Decrease Indent button
has the opposite effect. You cannot increase or decrease the indent beyond the margins.

Another way to control the indentation of lines is by dragging markers on the horizontal
ruler to indicate where each line of text starts and ends.

e First Line Indent Begins a paragraph’s first line of text at this marker

e Hanging Indent Begins a paragraph’s second and subsequent lines of text at this
marker at the left end of the ruler

e Left Indent Indents the text to this marker

e Right Indent Wraps the text when it reaches this marker at the right end of the ruler

Hanging indent marker First Line indent marker Right indent marker

@' Hl9- 0 __} = Bamboo_start.docx - Microsoft Word = = 52

Home Insert Page Layout References Mailings Review Wiew = 0
| . SR SR W NN N R ._,.5,,|\?;]

Bamboo has long been woven into the cultures of many countries. It has historically been
hsed for everything from food and fodder to musical instruments and construction matenial For
Centuries, millions of people have depended on this plant. Bamboo is known as “fiiend of the
beople” in China, and “wood of the poor” n India But the demand for bamboo has been mcreas-
ing in other parts of the world as well, especially as it relates to fumniture, accent pieces, and
Hooring More and more, people are seeing the value and beauty of using bamboo in their homes

Left indent marker
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See Also For information about displaying the ruler, see section 1.1, “Apply Different
Views to a Document.”

Setting a right indent indicates where the lines in a paragraph should end, but sometimes
you might want to specify where only one line should end. For example, you might want
to break a title after a particular word to make it look balanced on the page. You can end
an individual line by inserting a text wrapping break (more commonly known as a line
break). Word indicates the line break with a bent arrow.

Tip Inserting a line break does not start a new paragraph, so when you apply paragraph
formatting to a line of text that ends with a line break, the formatting is applied to the
entire paragraph, not just that line.

» To change the indentation of selected paragraphs

= On the Home tab, in the Paragraph group, click the Increase Indent or Decrease
Indent button.

= On the Page Layout tab, in the Paragraph group, in the Indent area, increase or
decrease the Left or Right settings.

= On the horizontal ruler, drag the First Line Indent, Left Indent, or Right Indent
marker to the location you want.

Tip Left and right margin indents are often used to draw attention to special paragraphs,
such as quotations.

» To insert a line break
1. Position the cursor where you want the break to occur.

2. On the Page Layout tab, in the Page Setup group, click the Breaks button, and
then click Text Wrapping.

Setting Tab Stops

You can align text in different locations across the page by using tab stops. By default,
Word sets left-aligned tab stops every half inch (or every 0.27 centimeters, if Word is set
to display measurements in centimeters).
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You can set the following types of tabs in any position between the left and right margins:
e Left Tab Aligns the left end of the text with the tab stop.
e Center Tab Aligns the center of the text with the tab stop.
e Right Tab Aligns the right end of the text with the tab stop.
e Decimal Tab Aligns the decimal point in the text with the tab stop.

e Bar Tab Inserts a vertical bar aligned with the tab stop in the paragraph containing
the cursor.

You can set custom tab stops one at a time or set multiple tab stops at the same time in
the Tabs dialog box. You also use this dialog box to specify tab leaders—uvisible marks
such as dots or dashes connecting the text before the tab with the text after it.

Left-aligned tab Center-aligned tab Right-aligned tab with leader
W90 2= Bamboo_start.dofx - Microsoft Word = B =
Home Insert lage Layout References Maifngs Review Wiew = 0
N S T S T S S S S L
= T ]
Plant Class Species Price
Bamboo Dwarf chimonobambusa marmoreal ... 19.95
Bamboo Dwarf indocalamus tessellatus................24.95
Bamboo Mid-size bambusa glaucophyl . 3495
Bamboo Mid-size otatea acuminata aztectorum. 27.95
Because they are so easy to grow in such a variety of climates, it E@ |
about anyone who wishes to grow one in the backyard Plant st| Tab stop postion: Defauit tab stops:
5.5 0.5"
15" a
|35° Tab stops to be cleared:
?S.S‘
Aligrment
Left ) Center @ Right
_) Decimal ) Bar
Leader
1 None @ 2o A 3——
» B ey
st | [ Caw | [ cesan |
(o J[ come |
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» To set a custom tab stop

1. Click the Tab button located at the left end of the horizontal ruler until the type of
tab stop you want appears.

2. Click the horizontal ruler where you want to set the tab stop.
Or
1. On either the Home or Page Layout tab, click the Paragraph dialog box launcher.
2. At the bottom of the Paragraph dialog box, click Tabs.
3. In the Tabs dialog box, in the Tab stop position box, enter a measurement.

4. In the Alignment area, click the option you want, click Set, and then click OK.

» To change the position of an existing custom tab stop
=» On the ruler, drag the tab stop to the left or right.

= In the Tabs dialog box, select the tab in the Tab stop position box, enter a new
measurement in the Tab stop position box, click Set, and then click OK.

» To set a tab stop with a leader
1. In the Tabs dialog box, set a new tab stop or select an existing one.

2. In the Leader area, click the option you want, click Set, and then click OK.

» To delete a custom tab stop
= Drag the tab stop away from the ruler.
=» In the Tabs dialog box, select the tab, click Clear, and then click OK.

» To clear all custom tab stops

=» In the Tabs dialog box, click Clear All, and then click OK.
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Practice Tasks

The practice files for these tasks are located in the Word\Objective2 practice file
folder. If you want to save the results of the tasks, save them in the same folder with
My appended to the file name so that you don't overwrite the original practice file.

e Inthe Paragraphs document, display nonprinting characters and the rulers.
Insert a line break to the left of Update in the fourth line. Indent the first line
of each of the paragraphs following the Update heading by a quarter of an
inch. Finally, give all the paragraphs below Esther Valle left and right indents
of half an inch.

e At the end of the TabularList document, enter the following, pressing Tab
where indicated:

Self Tab Other People Tab Nature
Transformation Tab Life/death Tab Weather
Time travel Tab Telepathy Tab Oceans
Visible/invisible Tab Mind control Tab Animals

Make the first line bold, and indent the entire list. Left-align the second column
at the 2-inch mark on the horizontal ruler, and then right-align the third col-
umn at the 4-inch mark.

e In the Tabs document, for the Date, Time, Location, and Ticket cost paragraphs,
set a left tab at the 2.5-inch mark and a decimal tab at the 4-inch mark.




2 Formatting Content 63

2.4 Apply Spacing Settings to Text and Paragraphs

In documents based on the Normal document template, a normal paragraph has internal
line spacing of 1.15 lines, and is followed by 10 points of blank space. You can change the
look of a paragraph by changing the following:

e Line spacing You can adjust the spacing between the lines in a paragraph propor-
tionally or by specifying an exact amount of space.

e Paragraph spacing To make it obvious where one paragraph ends and another
begins, you can add space above or below, or both.

Line spacing Paragraph spacing

@| =1 RN RoomPlannerdocx - Microsoft Word

m Home Insert Page Layout References Miailings Review View

be helpful to write down all the negatives and positiives. You don't needto come up with
at once. Just be clear about what you like and what|you hate about that room.

Wisit our showroom and purchase a Room Planner. Wwhile you'rethere, take alook arow

what really appealsto you. Sometimes entire roomps are designed around just one ortw
pieces, sodon't be afraidto fallinlove with sometHingthat doesn't seem tofitintoyour

scheme. Go with what youlove, andthe rest will fall into place.

Take your Room Plannerhome and get to work! Adjust the planner sothat it modelsthe
dimensions. Don'tforget to place the windows and doors. Arrange the furniture placeh
mirrorhow yourroom iscurrently set up, Add the current colors, too.

Thisis wherethe funbegins! Start changingthings around a bit, Move the furniture, ac
colors, and watchthe room cometogether! Here's where you can tell if that rich red rus
the showroom enhances or overwhelms your roorm. What about that overstuffed chair

eve?Place afurniture oraccessory shane. andthen colorit. Does it ook or

» To change the line spacing of selected paragraphs

1. On the Home tab, in the Paragraph group, click the Line and Paragraph Spacing
button.

2. In the list, select the standard spacing option you want.
Or

In the list, click Line Spacing Options, change the setting under Line spacing on
the Indents and Spacing page of the Paragraph dialog box, and then click OK.

.
-
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» To change the paragraph spacing of selected paragraphs

= On the Page Layout tab, in the Paragraph group, under Spacing, change the
Before or After setting.

= On the Home tab, in the Paragraph group, click the Line and Paragraph Spacing
button, and then click Add Space Before Paragraph, Remove Space Before
Paragraph, Add Space After Paragraph, or Remove Space After Paragraph.
(Only two options will be visible, depending on the current Before and After
settings of the active paragraph.)

Or
1. On the Home tab, click the Paragraph dialog box launcher.

2. On the Indents and Spacing page of the Paragraph dialog box, in the Spacing
area, change the Before or After setting, and then click OK.

Practice Tasks

The practice files for these tasks are located in the Word\Objective2 practice file
folder. If you want to save the results of the tasks, save them in the same folder with
My appended to the file name so that you don't overwrite the original practice file.

e In the RoomPlanner document, change the line spacing of the text in the side-
bar on page 2 so that two line spaces appear between the lines of text.

e In the RoomPlanner document, change the paragraph spacing of all the text in
the main document so that the spacing between each paragraph is 12 points.

e In the Paragraphs document, change the spacing after all paragraphs to 12
points, and then remove the spacing after the Date, Time, Location, and Ticket
cost paragraphs. Change the line spacing of the paragraph that begins The
author of to 1.5.
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2.5 Create Tables

Creating Basic Tables

Numeric data can often be presented more efficiently in a table than in a paragraph of

text. Tables make large amounts of data or more complex data easier to read and under-
stand because the data can be structured in rows and columns, frequently with row and (
column headers.

You can create a table in several ways: \
e Select the number of rows and columns you want from a grid to create a table that
spans the text column with all the cells of equal size.

e Display the Insert Table dialog box and specify the number of rows and columns, as
well as the size of the columns.

e Draw cells the size you want.
e Convert selected text to a table.
Tip You can also insert existing data from a Microsoft Excel worksheet in a Word

document, but the intricacies of using the Microsoft Office programs together are
not likely to be tested on the Word certification exam.
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Most people are accustomed to thinking of a table as a means of displaying data in a
quick, easy-to-grasp format. But tables can also serve to organize your pages in creative
ways. For example, suppose you want to display two tables side by side. The simplest way
to do this is to first create a table with one tall row and two wide columns and no grid-
lines. You can then insert one table in the first cell and the other table in the second cell.
These nested tables then seem to be arranged side by side.

Payment Schedule Payment Schedule

Interest Rate 3.6% Interest Rate 5.0%
Years 3 Years 3
Loan Amount 5155,000,00 Loan Amount 2155,000,00
Monthly 54,548.69 Monthly 54,645, 49
Payment Payment

Cost of Loan 5163,752.79 Cost of Loan S167,237.61
3-Year Lease 5180,000,00 3-Year Lease 5180,000,00
Cost Cost

Saings T (Saings 1

As with regular tables, you can create a nested table in one of three ways:

e From scratch
e By formatting existing information
e By inserting Excel data

And just like other tables, you can format a nested table either manually or by using one
of the ready-made table styles.

Tip You can use tables to organize a mixture of elements such as text, tables, charts,
and diagrams.

> To insert a table
1. On the Insert tab, in the Tables group, click the Table button.

2. In the grid, move the pointer across and down to select the number of columns and
rows you want, and then click the lower-right cell in the selection.

Or

1. On the Insert tab, in the Tables group, click the Table button, and then click Insert
Table.

2. In the Insert Table dialog box, in the Table size area, specify the number of columns
and rows you want the table to include.
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3. In the AutoFit behavior area, do one of the following:

o Click Fixed column width, and then specify a standard width for the table
columns.

o Click AutoFit to contents to size the table columns to fit their contents. The
width of the resulting table may be less than the width of the page.

o Click AutoFit to window to create a table that fits within the page margins
and is divided into columns of equal size.

4. In the Insert Table dialog box, click OK.

>» To draw a table

1. On the Insert tab, in the Tables group, click the Table button, and then click Draw
Table.

2. Drag the pointer (which has become a pencil) across and down to create a cell.

3. Point to a corner of the cell, and drag to create another cell, or draw column and
row boundaries inside the first cell.

4. Press Esc to turn off the table drawing pointer.

Tip You can adjust an existing table by clicking the Draw Table button in the Draw
Borders group on the Design tab. You can also change the style, weight, and color
of the borders of drawn tables.

>» To convert selected text to a table

1. On the Insert tab, in the Tables group, click the Table button, and then click
Convert Text to Table.

2. In the Convert Text to Table dialog box, adjust the Table size and AutoFit behavior
settings, select the type of text separator, and then click OK.

Formatting Tables

To format an existing table, you can apply one of the table styles available on the
Table Tools Design contextual tab, which include a variety of borders, shading, text
colors, and other attributes to give the table a professional look. The appearance of
the built-in styles reflects the table elements selected in the Table Style Options group
on the Design contextual tab.
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Tip You can click buttons in the Paragraph and Font groups of the Home tab and apply
character formatting from the Styles gallery to tables, just as you would to format any
text in a Word document.

» To apply a built-in table style
1. Click anywhere in the table you want to format.

2. On the Table Tools Design contextual tab, in the Table Styles gallery, click the
built-in style you want to apply.
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Inserting Preformatted Tables

Formatting a table to best convey its data is often a process of trial and error. You can
get started by creating a Quick Table, a preformatted table with sample data that you
can customize.
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» To insert a Quick Table

1. On the Insert tab, in the Tables group, click the Table button, and then point to
Quick Tables.

2. In the Quick Tables gallery, click the preformatted table you want to insert.
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Practice Tasks

The practice file for these tasks is located in the Word\Objective2 practice file folder.
If you want to save the results of the tasks, save them in the same folder with My
appended to the file name so that you don't overwrite the original practice file.

e In the Table document, convert the tabular list beginning with Distance and
ending with $20.00 into a table with two columns and six rows.
e |n a new document, create a Matrix Quick Table.

e In a document, draw a table half the width and one-quarter the height of
the page. Divide the table into four columns and 6 rows. Then apply the
Colorful Shading — Accent 3 table style.

e In adocument, insert a table with four columns and five rows. Specify the
width of each column as 1.0".

2.6 Manipulate Tables in a Document
Modifying Table Data

After creating a table, you can enter text, numbers, and graphics into its cells. You can
edit the information as you would normal text.

You can sort the data within a table by the contents of any table column. If the table
includes a header row and/or a total row and multiple data rows, Word sorts only the

data rows.

Strategy You should create a table with four or five columns and many rows of data
and observe the effect of sorting the table with and without a header row to under-
stand the sorting process.
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You can apply borders and shading to a table manually or select a built-in table style
that reflects the current thematic elements of the document. When the edges of table
cells are not visually differentiated by borders or other formatting, you can display

nonprinting gridlines that define the edges of the table cells.

» To sort content in a table

1. Click anywhere in the table.

71

2. On the Table Tools Layout contextual tab, in the Data group, click the Sort button.

3. In the Sort dialog box, select the primary column by which you want to sort the

content, and up to two additional nested sorting criteria. Then click OK.

» To specify a header row for a table

1. Click anywhere in the table.

2. On the Table Tools Design contextual tab, in the Table Style Options group, select

the Header Row check box.

Tip When you specify a header row, the built-in table styles change to visually differ-
entiate the header from the rest of the table.

» To display gridlines in a table
1. Click anywhere in the table.

2. On the Layout contextual tab, in the Table group, click the View Gridlines button.
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Modifying Table Structure

You can modify a table’s structure at any time. To change the structure, you need to
know how to select the appropriate parts of the table, as follows:

e Select a table Click anywhere in the table. On the Table Tools Layout contextual
tab, in the Table group, click the Select button, and then click Select Table.

e Select a column Point to the top border of the column. When the pointer changes
to a black, down-pointing arrow, click once.

e Select arow Point to the left border of the row. When the pointer changes to a
white, right-pointing arrow, click once.

e Select a cell Triple-click the cell or click its left border.

e Select multiple cells Click the first cell, hold down the Shift key, and press the arrow
keys to select adjacent cells in a column or row.

The basic methods for modifying table structure are as follows:

e Size the table, columns, or rows.

e |Insert or delete rows, columns, or cells.

e Merge or split cells.

Tip You can move a table by pointing to it and then dragging the handle that appears

in its upper-left corner. Or click the handle to select the table, and then use the Cut and
Paste buttons in the Clipboard group on the Home tab to relocate the table.
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From the Table Properties dialog box, you can control many aspects of a table's structure,
including the following:

e Specify the preferred width of the entire table, as well as the way it interacts with
the surrounding text.

e Specify the height of each row, whether a row is allowed to break across pages, and
whether a row of column headers should be repeated at the top of each page.

Tip The Repeat As Header Row... option is available only if the cursor is in the top row of
the table. You can also set repeating headers by clicking the Repeat Header Rows button
in the Data group on the Layout tab.

e Set the width of each column. Setting the width of a cell also sets the width for its
column.

Tip You can also control the widths of selected cells and their columns by changing
the Table Column Width setting in the Cell Size group on the Layout tab.

e Set the horizontal and vertical alignment of text within cells.

Tip You can also control the alignment of cell text by clicking buttons in the
Alignment group on the Layout tab.

e Control the margins of cells (how close text comes to the cell border) by clicking
the Options button on either the Table or Cell page.

Tip You can also control the margins by clicking the Cell Margins button in the
Alignment group on the Layout tab.

» To display the Table Properties dialog box
1. Click anywhere in the table, or select a row, a column, or the table.
2. On the Table Tools Layout contextual tab, in the Table group, click the Properties
button.
» To change the size of a selected table

=» Drag the size handle in the lower-right corner of the table.
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» To change the width of a selected column
= Drag a column’s right border to the left or right.

- Drag the column’s Move Table Column marker on the horizontal ruler to the left
or right.

= On the Layout contextual tab, in the Cell Size group, change the Table Column
Width setting.

» To change the height of a selected row
= Drag a row’s bottom border up or down.
= Drag the row's Adjust Table Row marker on the vertical ruler up or down.
= On the Layout contextual tab, in the Cell Size group, change the Table Row Height
setting.
» To insert columns or rows

1. Click anywhere in the column or row adjacent to which you want to add a single
column or row, or select the number of columns or rows you want to insert.

2. On the Layout contextual tab, in the Rows & Columns group, click an Insert button.

» To insert cells

1. Click the cell adjacent to which you want to add a single cell, or select the number
of cells you want to insert.

2. On the Layout contextual tab, click the Rows & Columns dialog box launcher.

3. In the Insert Cells dialog box, specify how adjacent cells should be moved to
accommodate the new cell or cells, and then click OK.

» To delete a table, columns, or rows

1. Click anywhere in the table, column, or row you want to delete, or select the number
of columns or rows you want to delete.

2. On the Layout contextual tab, in the Rows & Columns group, click the Delete button.

3. Click Delete Columns, Delete Rows, or Delete Table.

» To delete cells
1. Click the cell, or select the number of cells you want to delete.

2. On the Layout contextual tab, in the Rows & Columns group, click the Delete
button, and then click Delete Cells.

3. In the Delete Cells dialog box, specify how adjacent cells should be moved to
replace the deleted cell or cells, and then click OK.
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» To merge or split selected cells
= On the Layout contextual tab, in the Merge group, click the Merge Cells button.
= On the Layout contextual tab, in the Merge group, click the Split Cells button.

» To convert a table to text
1. Click anywhere in the table. (
2. On the Layout contextual tab, in the Data group, click the Convert to Text button.

3. In the Convert Table to Text dialog box, do one of the following, and then click OK: \

o Click Paragraph marks, Tabs, or Commas to separate the content of table
cells with one of these standard elements.

o Click Other, and then enter any single character in the Other box to separate
the content of table cells with that character.

Practice Tasks

The practice files for these tasks are located in the Word\Objective2 practice file
folder. If you want to save the results of the tasks, save them in the same folder with
My appended to the file name so that you don’t overwrite the original practice file.

e In the SortTable document, sort the table in ascending order by State, then by
City, and then by Last Name.

e In the ModifyTable document, merge the cells in the first row of the Estimate
table. Add two rows below the last row. Then adjust the size of the entire table
until its right edge aligns with the 4-inch mark on the horizontal ruler.

e In the ModifyTable document, expand the height of the header row of the
Estimate table to 0.4", and then center align the contents.

e In the ModifyTable document, convert the Consultation Fee Schedule table
to text, with the column contents separated by tabs.

2.7 Apply Bullets to a Document

You can use lists to clearly present a set of related items in a document. When the order
of the items is not important, use a bulleted list.

You can create a single-level or multilevel bulleted list by selecting a bulleted list style
and then typing the list, or by typing the list and then applying the style.
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After you create a bulleted list, you can modify, format, and customize the list as follows:

e Move items up or down, insert new items, or delete unwanted items.
e Sort list items in ascending or descending order.
e Change the bullet character to a standard symbol or to a picture.

e Change the overall indentation of the entire list or change the relationship of the
first "outdented” line to the other lines.
e Change the level of items in a multilevel list.
gy |
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List Library Bullet Library
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' I
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=*-  Change List Lewel »
') —
Drefine Mewe bultilevel List.., —
Define Mews List Style.., v —
—
[ [a]4 ] [ Cancel l

Strategy The precise formatting of bulleted lists depends on the interplay of settings in
their respective galleries as well as paragraph formatting and the location of tab stops.
You should create multiple lists, show paragraph marks, and experiment with various
settings, observing their effects.
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» To create a bulleted list
1. Enter the list items as separate paragraphs, and then select the paragraphs.
2. On the Home tab, in the Paragraph group, click the Bullets button.
Or

1. Type * (an asterisk) at the beginning of a paragraph, press the Spacebar or the Tab (
key, type the first item in the list, and then press Enter.

2. Type items and press Enter to add subsequent bulleted items.
3. To end the list, do one of the following: \
o Press Enter twice to start the next paragraph at the left margin.

o Press Enter and then Backspace to indent the next paragraph at the same
level as the list.

» To change the level of a selected bulleted list

1. On the Home tab, in the Paragraph group, click the Bullets arrow, and then click
Change List Level.

2. In the Change List Level gallery, click the level you want.

» To change the level of a list item

= With the cursor in the item, on the Home tab, in the Paragraph group, click the
Increase Indent button to demote the item or the Decrease Indent button to
promote the item.

>» To sort bulleted list items
1. Select the list items you want to sort.

2. On the Home tab, in the Paragraph group, click the Sort button.

> To change the bullet symbol
1. Click anywhere in the list you want to format.

2. On the Home tab, in the Paragraph group, click the Bullets arrow and then, in the
Bullets gallery, click the symbol you want to use.

Or
1. Click anywhere in the list you want to format.

2. On the Home tab, in the Paragraph group, click the Bullets arrow, and then click
Define New Bullet.
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3. In the Define New Bullet dialog box, do one of the following, and then click OK:

o Click the Symbol button. In the Symbol dialog box, locate and click the bullet
symbol you want to use, and then click OK.

o Click the Picture button. In the Picture Bullet dialog box, locate and click the
bullet graphic you want to use, and then click OK.

» To turn automatic bulleted list formatting on or off

1. On the Proofing page of the Word Options dialog box, in the AutoCorrect op-
tions section, click the AutoCorrect Options button.

2. On the AutoFormat As You Type page of the AutoCorrect Options dialog box,
select or clear the Automatic bulleted lists check box, and then click OK.

3. In the Word Options dialog box, click OK.

Practice Tasks

The practice file for these tasks is located in the Word\Objective2 practice file folder.
If you want to save the results of the tasks, save them in the same folder with My
appended to the file name so that you don't overwrite the original practice file.

e In the Lists document, convert the paragraphs under each of the bold headings
except The Sequence of Events to a bulleted list that uses the four-diamond
bullet character.

e In the Lists document, convert the paragraphs under the heading The Sequence
of Events to a numbered list with the A. B. C. format.

Objective Review
Before finishing this chapter, ensure that you have mastered the following skills:

2.1 Apply Font and Paragraph Attributes

2.2 Navigate and Search Through a Document

2.3 Apply Indentation and Tab Settings to Paragraphs
2.4 Apply Spacing Settings to Text and Paragraphs
2.5 Create Tables

2.6 Manipulate Tables in a Document

2.7 Apply Bullets to a Document
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Page Layout and
Reusable Content

The skills tested in this section of the Microsoft Office Specialist exam for Microsoft (
Word 2010 relate to creating a document that has a professional, consistent appearance.
Specifically, the following objectives are associated with this set of skills:

3.1 Apply and Manipulate Page Setup Settings \
3.2 Apply Themes

3.3 Construct Content in a Document by Using the Quick Parts Tool

3.4 Create and Manipulate Page Backgrounds

3.5 Create and Modify Headers and Footers

You can modify the structure of a document in many ways, including changing the page
setup, manipulating page breaks, formatting content in columns, and inserting content in
text boxes. You can modify the appearance of a document by applying themes, displaying
watermarks, formatting the page background, and configuring page headers and footers.

This chapter guides you in studying ways of formatting a document by working with the
page setup settings, applying themes, using Quick Parts, adding page backgrounds, and
adding headers and footers.

Practice Files Before you can complete the practice tasks in this chapter, you need

to copy the book’s practice files to your computer. The practice files you'll use to com-
plete the tasks in this chapter are in the Word\Objective3 practice file folder. A complete
list of practice files is provided in “Using the Book’s Companion Content” at the begin-
ning of this book.
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3.1 Apply and Manipulate Page Setup Settings
Controlling Page Settings

Word gives you control of the layout of the pages in a document. You can change
the page size, margins, and orientation by clicking the buttons in the Page Setup group
on the Page Layout tab. (You can also make the same changes on the Print page of the
Backstage view.) All pages of a document have the same margins and are oriented
the same way unless you divide the document into sections. Then each section can
have independent margin and orientation settings.

See Also For information about changing document layout by using tables, see section
2.5, “Create Tables.” For information about changing document layout by using Quick
Parts, see section 3.3, “Construct Content in a Document by Using the Quick Parts Tool.”

When the automatic hyphenation feature is turned on, Word inserts line breaks and
hyphens within words to help achieve a more uniform line length. You can control the
way Word hyphenates words, from the Hyphenation dialog box.

Word makes it easierthan everto add sophisticated visual contentto your . .
—— With automatic

documents. This visual content can consist of pictures created outside of Word, hyphenation off
such as a scanned photograph, a clip art image, or an illustration created with a
graphics program. Orit can consistof drawing objects that are created within With automatic

hyphenation on
Word, such as a shape, a diagram, WordArt text, or a text box. You can use the

r 1
buttons on the Insert tab to insert different kinds of visual content. fedvisual contentio your doc

s created outside of Word, such
Afteryou have inserted a visual object, you can formatit manyways. The types  liiystration created with a graph-

of formatting you can apply vary with the type of object and, inthe case of hat are created within Word

pictures, with the type of picture. xt box. You can usethe buttons

| onthe Inserttab to insert differentkinds of visual content.
[ Hyphenation 1
[7] automatically hyphenate document b inserted a visual object, you can formatit many ways. The types
[V Hyphenate words in CAPS

jyou can apply vary with the type of objectand, inthe case of pic-

Hyphenation zone: 0.25" type of picture.

i
i

Limit consecutive hyphens to: 2

[ Manwal.. | [ ok || cancel |

When the automatic hyphenation feature is turned off, Word breaks lines between words
and after punctuation. You can stop Word from breaking a line between two words that you
want to keep together by inserting a nonbreaking space between the words.
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» To change the page margins
1. On the Page Layout tab, in the Page Setup group, click the Margins button.
2. In the Margins gallery, click the standard margin set you want.
Or

Click Custom Margins, specify settings on the Margins page of the Page Setup
dialog box, and then click OK.

» To insert a nonbreaking space
= Press Ctrl+Shift+Space.
Or

1. On the Insert tab, in the Symbols group, click the Symbol button, and then click
More Symbols.

2. On the Special Characters page of the Symbol dialog box, click Nonbreaking
Space, and then click Insert.

» To automatically break lines and hyphenate words

= On the Page Layout tab, in the Page Setup group, click the Hyphenation button,
and then click Automatic.

» To control hyphenation settings

1. On the Page Layout tab, in the Page Setup group, click the Hyphenation button,
and then click Hyphenation Options.

2. In the Hyphenation dialog box, specify whether you want Word to automatically
hyphenate the document or to hyphenate uppercase words, the maximum distance
of a hyphen from the document margin (the hyphenation zone), and how many
consecutive lines of a paragraph may be hyphenated. Then click OK.

» To turn off automatic hyphenation

= On the Page Layout tab, in the Page Setup group, click the Hyphenation button,
and then click None.

» To selectively hyphenate words in a document

1. On the Page Layout tab, in the Page Setup group, click the Hyphenation button,
and then click Manual.

2. For each hyphenation suggested in the Manual Hyphenation dialog box, click
Yes or No.
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Setting Page Breaks

When you add more content than will fit within the document’s top and bottom margins,
Word creates a new page by inserting a soft page break (a page break that changes based
on the content). If you want to control how pages break, you can insert a manual page
break. You can also control whether related paragraphs stay together or can be separated
by a page break, and you can specify that a particular paragraph start on a new page.

Paragraph =
Indents and Spacing | Line and Page Breaks

Pagination
widow Orphan contral
[ keep with next
[ keep lines together
[T Page break before

Formatting exceptions
[ suppress line numbers
[ Don't hyphenate
Textbox options
Tight wrap:

Mone

Presviegw

DRATENT

’ Tabs... ] ’Set As QeFauIt] [ K l ’ Cancel ]

Tip You can apply these options to individual paragraphs, or you can incorporate them
into the styles you define for document elements such as headings.

» To insert a page break
= On the Insert tab, in the Pages group, click the Page Break button.

= On the Page Layout tab, in the Page Setup group, click the Insert Page and Section
Breaks button, and then in the list, click Page.

= Press Ctrl+Enter.



3 Applying Page Layout and Reusable Content 83

» To delete a page break
1. Display the document in Draft view, and then display nonprinting characters.

Tip To display nonprinting characters, click the Show/Hide T button in the Paragraph
group on the Home tab.

2. Select the page break, and then press Delete.

> To force a page break before a paragraph
1. Right-click anywhere in the paragraph, and then click Paragraph.

2. On the Line and Page Breaks page of the Paragraph dialog box, in the Pagination
area, select the Page break before check box. Then click OK.

Tip If a page break should always appear before a particular type of paragraph, such as a
heading, you can incorporate the Page Break Before setting into the paragraph’s style.

» To keep related paragraphs together

=» On the Line and Page Breaks page of the Paragraph dialog box, in the Pagination
area, select the Keep with next check box. Then click OK.

» To keep all the lines of a paragraph together

= On the Line and Page Breaks page of the Paragraph dialog box, in the Pagination
area, select the Keep lines together check box. Then click OK.

» To avoid one line of a paragraph appearing on the page

=» On the Line and Page Breaks page of the Paragraph dialog box, in the Pagination
area, select the Widow/Orphan control check box. Then click OK.

» To insert a blank page anywhere in a document

= On the Insert tab, in the Pages group, click the Blank Page button.

Setting Section Breaks

In addition to controlling pagination with page breaks and paragraph formatting, you
can control it with section breaks. A section break identifies a part of the document to
which you can apply page settings, such as orientation or margins, that are different
from those of the rest of the document.
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Simple-Room-Design
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The following types of section breaks are available:

Next Page This break starts the following section on the next page.
Continuous This break creates a new section without affecting page breaks.
Even Page This break starts the following section on the next even-numbered page.

Odd Page This break starts the following section on the next odd-numbered page.

» To insert a section break

= On the Page Layout tab, in the Page Setup group, click the Insert Page and Section

Breaks button, and in the Section Breaks area, click the type of section break you want.

» To specify different page settings for part of a document

1.
2.

3.

Select the part of the document that will have different settings.

On the Page Layout tab, in the Page Setup group, click the Insert Page and Section
Breaks button, and in the Section Breaks area, click the type of section break you want.

Click anywhere between the top and bottom section breaks, and change the
page settings.

> To specify a different header or footer for a section

1.

Display the document in Print Layout view, and then double-click a header or footer
in the section you want to configure.

2. In the active header or footer area, enter the header or footer content you want to

display for the current section.
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» To delete a section break

1. Display the document in Draft view, and then display nonprinting characters.

2. Click to the left of the section break, and the

Flowing Text in Columns

n press Delete.

By default, Word displays text in one column, but you can specify that text be displayed in

multiple columns to create layouts like those used in newspapers and magazines. When you

format text to flow in columns, the text fills the first column and then moves to the top of
the next column. You can insert a column break to force text to move to the next column.

Tip You can align the text in columns the same way you would any text. If you justify the
columns for a neater look, you might want to have Word hyphenate the text to ensure

that there are no large gaps between words.

You have the choice of one, two, or three equal columns, or two other two-column
formats: one with a narrow left column and the other with a narrow right column. No
matter how you set up the columns initially, you can change the layout, the widths of

the individual columns, and the division between
Columns dialog box.

Columns

Presets

Cne Three Left Right
Mumber of columns: 2 = ["] Line between
Width and spacing Preview
Col #:  Width: Spacing:
ilf 1.83" 0.5" =

the columns at any time from the

— Choose a standard format

Customize the format

‘; 417" ;
[ ] :

["] Equal column width

Apply to: | This point forward E [ Start new column

o) [ )

> To format an entire document in multiple columns

=» With the cursor anywhere in the text, on the

Page Layout tab, in the Page Setup

group, click the Columns button, and then click the number of columns you want.
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» To format part of a document in multiple columns
1. Select the text you want to appear in columns.

2. On the Page Layout tab, in the Page Setup group, click the Columns button, and
then click the number of columns you want.

» To change the width of columns

1. Click anywhere in any column. Then on the Page Layout tab, in the Page Setup
group, click the Columns button, and click More Columns.

2. In the Columns dialog box, do the following, and then click OK:
o Clear the Equal Column Width check box.

o In the Width and spacing area, change the Width dimensions or the Spacing
dimensions.

» To display lines between columns

=» In the Columns dialog box, select the Line between check box.

Practice Tasks

The practice files for these tasks are located in the Word\Objective3 practice file
folder. If you want to save the results of the tasks, save them in the same folder with
My appended to the file name so that you don't overwrite the original practice file.

e In the Pages document, implement widow and orphan control for the entire
document, and ensure that no paragraphs will be broken across pages.

e Inthe Pages document, insert a page break before the Facilities heading, and
then ensure that the To use the intercom from the office heading will appear
on the same page as the following two steps.

e In the Pages document, insert a Next Page section break before the Shipping
Quick Reference heading, and set Wide margins for the new section.

e In the Columns document, change all but the first paragraph of the document
to a three-column layout. Display a vertical line between the columns, and
then hyphenate only the text within the columns.
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3.2 Apply Themes

You can enhance the look of an entire document by applying a predefined theme—a
combination of colors, fonts, and effects that project a certain feeling or tone. You apply
a theme to the entire document from the Themes gallery.

Built-In e
[
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E |
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EEEEEE L L] ] EEEEEE EEEEEn J

Civic Clarity Camposite | Concourse

Aa E Aa1| Aa “H Aaj

Couture Elemental Equity Essential

Aa T Aa 1| Aa 1 Aa

Executive Flony Foundry Grid -

Besetto Theme from Template
Erowwse for Themes..,
Ea Save Current Theme.,,

If you like certain aspects of different themes (for example, the colors of one theme and
the fonts of another), you can mix and match theme elements.
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If you create a combination of theme elements that you would like to be able to use with
other documents, you can save the combination as a new theme. By saving the theme in
the default Document Themes folder, you make the theme available in the Themes gallery.

» To apply a theme
1. On the Page Layout tab, in the Themes group, click the Themes button.

2. In the Themes gallery, click the theme you want.

» To change the theme colors, fonts, or effects

1. On the Page Layout tab, in the Themes group, click the Theme Colors, Theme
Fonts, or Theme Effects button.

2. In the corresponding gallery, click the color scheme, font set, or combination of
effects you want.
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» To create a new color scheme
1. Apply the color scheme that is closest to the one you want.

2. On the Page Layout tab, in the Themes group, click the Theme Colors button,
and then click Create New Theme Colors.

3. In the Create New Theme Colors dialog box, click the box to the right of the
presentation element you want to change.

4. In the color palette that appears, do one of the following:
o Click the color you want to apply to the selected element.

o At the bottom of the palette, click More Colors. Then, on either the Standard (
page or the Custom page of the Colors dialog box, click the color you want,
and click OK.

5. Enter a name for the color scheme in the Name box, and then click Save. \

» To create a new font set
1. Apply the font set that is closest to the one you want.

2. On the Page Layout tab, in the Themes group, click the Theme Fonts button, and
then click Create New Theme Fonts.

3. In the Create New Theme Fonts dialog box, do the following:
o In the Heading font list, click the font you want to use for all heading styles.
o In the Body font list, click the font you want to use for all heading styles.
4. Enter a name for the font set in the Name box, and then click Save.
Tip Custom themes, color schemes, and font sets are saved in the C:\Users\<username>
\AppData\Roaming\Microsoft\Templates\Document Themes folder. To delete a custom

theme, color scheme, or font set, navigate to the folder, right-click the item, and then
click Delete.

» To save a modified theme
1. Adjust the colors, fonts, or effects of the current theme to suit your needs.
2. In the Themes gallery, click Save Current Theme.

3. In the Save Current Theme dialog box, enter a name for the theme in the File
name box, and then click Save.



20 Exam 77-881 Microsoft Word 2010

Practice Tasks

The practice files for these tasks are located in the Word\Objective3 practice file
folder. If you want to save the results of the tasks, save them in the same folder with
My appended to the file name so that you don't overwrite the original practice file.

e Apply the Aspect theme to the Theme document.

e In the CustomTheme document, change the color theme to Opulent and the
font theme to Apex, and then save the combination as a custom theme with
the name MOS Design.

3.3 Construct Content in a Document
by Using the Quick Parts Tool

Longer documents typically include elements such as a cover page and headers and
footers to provide identifying and organizing information. To reinforce key concepts
and also alleviate the monotony of page after page of plain text, they might also
include elements such as sidebars and quotations pulled from the text.

To simplify the creation of professional-looking text elements, Word 2010 comes with
ready-made visual representations of text, known as Quick Parts or building blocks.
(The terms Quick Parts and building blocks seem to be used interchangeably in the
Word program and documentation.)

Structural Quick Parts are listed in the Building Blocks Organizer. The Building Blocks
Organizer includes Quick Parts for building bibliographies, cover pages, equations,
footers, headers, page numbers, tables of contents, tables, text boxes (including side-
bars and pull quotes), and watermarks.

Clicking a Quick Part in the left pane of the Building Blocks Organizer displays a preview
in the right pane.
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Building Blocks Organizer @
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The names of some Quick Parts indicate that they belong to a design family, such as
Alphabet or Pinstripes. You can sort the list on any column—for example, you might
want to sort the list by name to group all the Quick Parts by design family, so that you
can preview the entire set before inserting them.

Strategy Spend some time inserting Quick Parts in a test document and saving modified
and new Quick Parts in various ways so that you understand the relationship between the
Building Blocks Organizer and the Cover Page, Header, Footer, and Text Box galleries.

More information about each Quick Part is available by scrolling the Building Blocks list
horizontally. The Behavior column indicates whether Word inserts the building block in
the existing text, in its own paragraph, or on its own page. The Description column
includes information about the Quick Part, and in some cases, recommendations for its
use. For an overview of a particular Quick Part, you can click Edit Properties.

r’
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In addition to the Quick Parts that are available from the Building Blocks Organizer, you
can insert document properties and fields from the Quick Parts menu. Document proper-
ties that are inserted as Quick Parts update automatically when the property changes.

» To insert any Quick Part

1. On the Insert tab, in the Text group, click the Quick Parts button, and then click
Building Blocks Organizer.

2. In the Building Blocks Organizer, select the Quick Part you want, and then click Insert.

3. In the document, replace any text placeholders in the Quick Part with the information
you want to appear in the document.

Tip After you insert a Quick Part, you can resize or reposition it or change its formatting
by using commands on the Drawing Tools Format contextual tab.

» To insert a dynamic document property

= On the Insert tab, in the Text group, click the Quick Parts button, point to Document
Property, and then click the property you want to insert.
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» To insert a field
1. On the Insert tab, in the Text group, click the Quick Parts button, and then click Field.
2. In the Field dialog box, do the following, and then click OK:
o In the Field names list, click the field you want to insert.

o In the Field properties area, set any properties associated with the field.

» To insert a cover page

1. Position the insertion point at the beginning of the document.

2. On the Insert tab, in the Pages group, click the Cover Page button.
3. In the Cover Page gallery, click the design you want.
4.

In the document, replace the text placeholders with the information you want to
appear on the cover page.

See Also For information about inserting ready-made headers and footers, see section
3.5, “Create and Modify Headers and Footers.”

Practice Tasks

The practice files for these tasks are located in the Word\Objective3 practice file
folder. If you want to save the results of the tasks, save them in the same folder with
My appended to the file name so that you don't overwrite the original practice file.

e In the Parts document, insert a Pinstripes cover page. Change the subtitle
placeholder to Information Sheet and the date placeholder to today’s date.

e In the Parts document, on page 2, insert a Pinstripes Quote, and use Paste
Special to insert an unformatted copy of the last sentence of the fourth para-
graph (Go with what you love...) in the quote box. Then save the customized
pull quote as a Quick Part with the name Inspiration Quote.

e In the SavedText document, select and save Wide World Importers as an
AutoText Quick Part named wwi. Then in a new paragraph at the end of
the document, type Recommended by and insert the wwi Quick Part.

e In the SavedText document, add a footer that includes only the Author,
FileName, and SaveDate fields with their default formats and options.
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3.4 Create and Manipulate Page Backgrounds

Whether you are creating a document that will be viewed on a printed page, on a com-
puter, or in a web browser, you can make your document stand out by adding a page
border, background color, or pattern. You can also add watermarks—faint words or a
graphic that appear behind the text but don't interfere with its readability.

Tip You can also add watermarks from the Building Blocks Organizer. For more information,
see section 3.3, “Construct Content in a Document by Using the Quick Parts Tool.”

Confidential

Borders and Shading IERIEE
Borders | Page Border | Shading
Fill Presview
ps Theme Colors
H EEEEER
COMFIDENTIAL 1 COMFIDENTIAL 2 I D
3T
Borders and Shading @
Page Border | Shading
Setting: Skyle: Preview
Click on diagram below ar use
buttons to apply borders E
DO MOT COPY 2
Ugy  MoreWatermarks from |:|
A Custom Watermark..,
3‘ Rernowe Watermark
[~ B | |
widkh:
|:| Custom 2% pt
Apply to:
Art: whole document |Z|
{rone)

Horizontal Line. ..

» To add a page border

1. On the Page Layout tab, in the Page Background group, click the Page Borders

button.

2. On the Page Border page of the Borders and Shading dialog box, under Setting,

click the type of border you want.

3. To create a line border, make selections in the Style, Color, and Width lists. To create
a patterned border, select the pattern you want from the Art list.
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4. To apply or remove the border from a side of the diagram, in the Preview area,
click any of the border buttons or any side of the preview diagram.

5. In the Apply to list, select the part of the document you want to apply the page
border to: the whole document, the current section, or part of the current section.

See Also For information about creating sections, see the “Setting Section Breaks”
topic of section 3.1, “Apply and Manipulate Page Setup Settings.”

6. To make adjustments to the border margin or position, click Options, set the
margins, alignment, and positioning, and then click OK.

7. In the Borders and Shading dialog box, click OK.

» To add a page background color
1. On the Page Layout tab, in the Page Background group, click the Page Color button.
2. In the Page Color palette, click the background color you want.
Or
1. In the Page Color palette, click More Colors.
2. On the Standard or Custom page of the Colors dialog box, make a selection, and
then click OK.
>» To add a page background pattern
1. In the Page Color palette, click Fill Effects.
2. In the Fill Effects dialog box, click the tab for the type of fill effect you want.

3. Click the options or thumbnails you want, and then click OK.

» To add a text watermark
1. On the Page Layout tab, in the Page Background group, click the Watermark button.

2. In the Watermark gallery, click the thumbnail for one of the predefined text
watermarks.

Or
1. In the Watermark gallery, click Custom Watermark.
2. In the Printed Watermark dialog box, click Text watermark.

3. Either select the watermark text you want from the Text list, or enter the text in
the Text box.

4. Format the text by changing the settings in the Font, Size, and Color boxes.

5. Choose a layout, select or clear the Semitransparent check box, and then click OK.
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» To use a picture as a watermark
1. In the Watermark gallery, click Custom Watermark.

2. In the Printed Watermark dialog box, click Picture watermark, and then click
Select Picture.

3. In the Insert Picture dialog box, navigate to the folder where the picture is stored,
and double-click the name of the picture.

4. In the Scale list, choose how big or small you want the watermark picture to appear
in the document.

5. If you want to display a more vibrant picture, clear the Washout check box. Then
click OK.

Practice Tasks

The practice file for these tasks is located in the Word\Objective3 practice file folder.
If you want to save the results of the tasks, save them in the same folder with My
appended to the file name so that you don't overwrite the original practice file.

e In the Background document, change the background color to the second
lightest green (Olive Green, Accent 3, Lighter 60%).
e Add the Canvas texture to the background of the Background document.

e Add the URGENT text watermark to the Background document.

3.5 Create and Modify Headers and Footers

You can display information on every page of your document by creating headers and
footers—regions at the top and bottom of the pages that can be created and formatted
independently. You can have a different header and footer on the first page of a docu-
ment, different headers and footers on odd and even pages, or different headers and
footers for each section. When you create a header or footer, Word applies the header
or footer style specified by the document’s template, indicates the header and footer
areas by displaying dotted borders, and displays a contextual Design tab on the ribbon.
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You can enter information in the header and footer areas the same way you enter ordinary
text. You can use the commands on the Design tab to enter and format items such as the

date and time, move from one header or footer to another, and establish the location and
position of the header and footer.

Tip If your document contains section breaks, each successive section inherits the headers
and footers of the preceding section unless you break the link between the two sections.
You can then create a different header and footer for the current section. For information

about sections, see the “Setting Section Breaks” topic of section 3.1, “Apply and Manipulate
Page Setup Settings.”
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If you want to enter page numbers, you can select the style you want from the Page

Number gallery. You can format the page numbers in a variety of ways in the Page Number
Format dialog box.
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» To insert a header or footer

1. Position the cursor anywhere in the document.

2. On the Insert tab, in the Header & Footer group, click the Header button or the

Footer button.

-

3

3. In the Header gallery or the Footer gallery, click the design you want.

4. On the Header & Footer Tools Design contextual tab, in the Options group, do any

of the following:

o Select the Different First Page check box if you want to use a different header
or footer on the first page of the document. You might want to do this if, for

example, the first page of the document is a cover page.

o Select the Different Odd & Even Pages check box if you want to use different
headers or footers for odd pages and for even pages. Select this option if the
content of the header or footer is not centered and the document content will
be viewed on facing pages.

o Clear the Show Document Text check box if you find that you're distracted by

the main document text when you're working in the header or footer.
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5. In the Position group, set the Header from Top or Footer from Bottom distance.

6. From the Insert group, insert the date, time, a picture, a clip art image, or any Quick
Parts you want to include in the header or footer.

7. In the header or footer, replace any text placeholders and enter any other information
you want to appear.

8. In the Close group, click the Close Header and Footer button.

» To delete a header or footer
1. Double-click the header or footer to activate it.

2. Press Ctrl+A to select all the content of the header or footer, and then press Delete. (

>» To insert the current date and/or time in a header or footer

1. In the header or footer, position the cursor where you want the date and/or time \
to appear.

2. On the Design contextual tab, in the Insert group, click the Insert Date and Time
button.

3. In the Date and Time dialog box, do the following, and then click OK:

o Click the format in which you want the date and/or time to appear in the
header or footer.

o If you want Word to update the date and/or time in the header each time
you save the document, select the Update automatically check box.
» To insert a page number in a header or footer

1. On the Insert tab, in the Header & Footer group, click the Insert Page Number
button.

2. In the Page Number list, point to a page number position, and then click the page
number style you want.

» To change the format of page numbers

1. In the Header & Footer group, click the Insert Page Number button, and then click
Format Page Numbers.

2. In the Page Number Format dialog box, in the Number format list, click the format
you want.

3. Select any other options you want, and then click OK.
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Practice Tasks

The practice files for these tasks are located in the Word\Objective3 practice file
folder. If you want to save the results of the tasks, save them in the same folder with
My appended to the file name so that you don't overwrite the original practice file.

e In the Header document, add a Motion (Even Page) header with the text The
Taguian Cycle, and specify that the header should not appear on the first
page. Then add a Motion (Even Page) footer that displays today’s date.

e In the Numbers document, add page numbers to the entire document, and
format the page numbers as uppercase roman numerals.

Objective Review

Before finishing this chapter, ensure that you have mastered the following skills:

3.1 Apply and Manipulate Page Setup Settings

3.2 Apply Themes

3.3 Construct Content in a Document by using the Quick Parts Tool
3.4 Create and Manipulate Page Backgrounds

3.5 Create and Modify Headers and Footers



Including
lllustrations
and Graphics
in a Document

The skills tested in this section of the Microsoft Office Specialist exam for Microsoft
Word 2010 relate to inserting and formatting visual elements. Specifically, the following
objectives are associated with this set of skills: (

4.1 Insert and Format Pictures in a Document

4.2 |Insert and Format Shapes, WordArt, and SmartArt \
4.3 Insert and Format Clip Art

4.4 Apply and Manipulate Text Boxes

Graphic elements can add flair to a document, provide additional structure, or, more
importantly, convey information to the reader.

This chapter guides you in studying ways of inserting and formatting pictures, shapes,
and clip art elements; creating decorative text as WordArt objects; illustrating relational
concepts with SmartArt diagrams; and presenting information in text boxes.

Practice Files Before you can complete the practice tasks in this chapter, you need

to copy the book’s practice files to your computer. The practice files you'll use to com-
plete the tasks in this chapter are in the Word\Objective4 practice file folder. A complete
list of practice files is provided in “Using the Book’s Companion Content” at the begin-
ning of this book.

101
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4.1 Insert and Format Pictures in a Document

Inserting Pictures

You can insert digital photographs or pictures created in almost any program into a Word
document. You can also capture and insert images of content displayed on your computer
screen directly from Word. By using the built-in screen clipping tool, you can insert screen
captures of entire windows or selected areas of on-screen content.

h! / .".'Z:'. IE' H9-0 = Pictures.docx - Microsoft Word

File Home Ihsert Page Layout References Mailings Review Wi

=]

Inserting images in a document can increase the file size of the document dramatically.
By default, Word compresses pictures when you save a file. You can turn off automatic
compression and compress only the pictures you want. You can also adjust the compres-
sion rate to be appropriate for the way the document will be viewed.
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» To insert a picture from a file

1. On the Insert tab, in the lllustrations group, click the Insert Picture from File
button.

2. In the Insert Picture dialog box, browse to and click the file you want. Then do one
of the following:

o Click Insert to insert the picture into the document.

o In the Insert list, click Link to File to insert a picture that will update automat-
ically if the picture file changes.

o In the Insert list, click Insert and Link to insert a picture that you can manually
update if the picture file changes.

» To change the picture compression settings

1. On the Picture Tools Format contextual tab, in the Adjust group, click Compress
Pictures.

2. In the Compress Pictures dialog box, set the options and output you want, and
then click OK twice.

» To capture and insert a screen clipping
1. Display the content you want to capture.
2. In the Word document, position the cursor where you want to insert the screen
clipping.
3. On the Insert tab, in the lllustrations group, click the Screenshot button.
4. In the Screenshot gallery, do one of the following:

o Click a window thumbnail to insert a picture of that window into the document
at the cursor.

o Click Screen Clipping, and then drag across the part of the screen you want
to capture.

Formatting Pictures

After you insert an image in a document, you can modify it in many ways. For example,
you can crop or resize a picture, change the picture’s brightness and contrast, recolor it,
apply artistic effects to it, and compress it to reduce the size of the document containing
it. You can apply a wide range of preformatted styles to a picture to change its shape
and orientation, as well as add borders and picture effects.
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» To change the size and/or shape of a selected picture
= Drag its sizing handles.

=» On the Picture Tools Format contextual tab, in the Size group, change the Height
and Width settings.

= On the Format contextual tab, click the Size dialog box launcher. Then on the Size
page of the Layout dialog box, change the Height, Width, or Scale settings.

» To move a picture
=» Drag the picture vertically to a new location.

=» Select the picture. On the Format contextual tab, in the Arrange group, display
the Position gallery, and then click one of the In Line with Text or With Text
Wrapping icons.

> To copy a picture to a new location
= Hold down the Ctrl key and drag the picture vertically to the second location.

Tip Release the mouse button first, and then the Ctrl key. (If you release Ctrl first, Word
moves the image instead of copying it.)

» To apply artistic effects to a selected picture

= On the Format contextual tab, in the Adjust group, expand the Artistic Effects
gallery, and then click the effect you want to apply.
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» To apply a style to a selected picture

= On the Format contextual tab, in the Picture Styles group, expand the Quick Styles
gallery, and then click the style you want to apply.

Or
1. On the Format contextual tab, click the Picture Styles dialog box launcher.

2. In the Format Picture dialog box, on the Line Color, Line Style, Shadow, Reflection,
Glow and Soft Edges, 3-D Format, and 3-D Rotation pages, choose the effects you
want to apply. Then click Close.

Practice Tasks

The practice file for these tasks is located in the Word\Objective4 practice file folder. If
you want to save the results of the tasks, save them in the same folder with My ap-
pended to the file name so that you don't overwrite the original practice file.

e Insert the Logo graphic at the beginning of the Picture document. Then size
the logo so that it is 0.5" high, maintaining the height-to-width ratio.

o Apply the Texturizer effect to the text in the logo, and then place a copy of
the logo at the end of the Picture document.

e Insert a screen clipping of the Microsoft logo, captured from the home page
of the Microsoft website, at the end of the Picture document.

4.2 Insert and Format Shapes, WordArt, and SmartArt

Inserting and Formatting Shapes

If you want to add visual interest and impact to a document but you don't need anything
as fancy as a picture or a clip art image, you can draw a shape. Shapes can be simple,
such as lines, circles, or squares; or more complex, such as stars, hearts, and arrows. You
can format shapes by using built-in styles or by applying a fill, outline, and effects.
You can add text to shapes, specify the text direction, and format the text, either by
using normal formatting techniques or WordArt styles, or by applying a fill, outline,
and effects.
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What goes around
comes around

If you build a picture by drawing individual shapes, you can group them so that they act
as one object. If you move or size a grouped object, the shapes retain their positions in
relation to each other. To break the bond, you ungroup the object.

If your picture consists of more than a few shapes, you might want to draw the shapes on

a drawing canvas instead of directly on the page. The drawing canvas keeps the parts of
the picture together, helps you position the picture, and provides a frame-like boundary
between your picture and the text on the page. You can then draw shapes on the canvas in
the usual ways. At any time, you can size and move the drawing canvas and the shapes on
it as one unit.

> To open a drawing canvas

= On the Insert tab, in the Illustrations group, click the Shapes button, and then click
New Drawing Canvas.

Tip If you prefer to always use the drawing canvas when creating pictures with shapes,
display the Advanced page of the Word Options dialog box. Then under Editing Options,
select the Automatically Create Drawing Canvas When Inserting AutoShapes check box,
and click OK.

» To draw a standard shape
1. On the Insert tab, in the lllustrations group, click the Shapes button.
2. In the Shapes gallery, click the shape you want, and then do one of the following:
o Click anywhere on the page to insert a standard-size shape.

o Drag anywhere on the page to draw a shape the size you want.
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» To add text to a selected shape
= Click the shape, and then enter the text.
=» Right-click the shape, click Add Text, and then enter the text.

Tip For more control over the text within a shape, you can insert the text in a text box.
For more information, see section “4.4, “Apply and Manipulate Text Boxes.”

» To customize a selected shape

1. On the Drawings Tools Format contextual tab, in the Insert Shapes group, click
the Edit Shape button, and then click Edit Points.

2. Drag the intersection points that appear on the shape to change its form.

Tip You change the size and location of a shape by using the same techniques as you
do with other graphic elements.

» To change a selected shape to another shape

= On the Format contextual tab, in the Insert Shapes group, click the Edit Shape
button, point to Change Shape, and then click the shape you want.

» To format a selected shape
= On the Format contextual tab, do any of the following:
o In the Shape Styles gallery, click the built-in style you want to apply.

o In the Shape Styles group, in the Shape Fill, Shape Outline, and Shape
Effects galleries, click the settings you want.

» To format text attached to a selected shape
=» On the Format contextual tab, do any of the following:
o In the WordArt Styles gallery, click the built-in style you want to apply.
o In the WordArt Styles group, in the Text Fill, Text Outline, and Text Effects
galleries, click the settings you want.
o In the Text group, click Text Direction, and then click the direction in which
you want the text to flow.
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» To stack multiple shapes
= Drag the shapes so that they overlap.

» To change the stacking order of multiple shapes
1. Select the shape you want to move up or down in the stack.
2. On the Format contextual tab, in the Arrange group, do any of the following:

o Click the Bring Forward or Send Backward button to move the shape up or
down one level.

o In the Bring Forward list, click Bring to Front to move the shape to the top
of the stack.

o In the Bring Forward list, click Bring in Front of Text to move the shape on
top of the surrounding text.

o In the Send Backward list, click Send to Back to move the shape to the bottom
of the stack.

o In the Send Backward list, click Send Behind Text to move the shape behind
the surrounding text.

» To group shapes

1. Select the first shape, hold down the Ctrl key, and then click the additional shapes
you want to group.

2. On the Format contextual tab, in the Arrange group, click the Group button, and
then click Group.

» To ungroup shapes
1. Select the grouped shapes.

2. On the Format contextual tab, in the Arrange group, click the Group button, and
then click Ungroup.

Inserting and Modifying WordArt

When you want a text banner that is fancier than one you can create by applying character
formatting, you can use WordArt. WordArt text can swirl, grow bigger from one end to
the other or in the middle, take on a three-dimensional shape, and change color from
one letter to the next. The WordArt object is attached to the paragraph that is active
at the time you create the WordArt object, but you can move it independently of the
surrounding text.
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Special Menu
k"_'

» To insert a WordArt object
1. On the Insert tab, in the Text group, click the WordArt button.
2. In the WordArt gallery, click the text style you want.
3. Replace the placeholder text in the WordArt object.
4. Set the size and other attributes of the text as you would with any other text.

Tip You change the size, shape, and location of a WordArt object by using the same
techniques as you do with other graphic elements.

» To create a WordArt object from existing text
1. Select the text.
2. On the Insert tab, in the Text group, click the WordArt button.
3. In the WordArt gallery, click the text style you want.

4. Set the size and other attributes of the text as you would any other text.

» To format the background of a selected WordArt object
= On the Drawing Tools Format contextual tab, do any of the following:
o In the Shape Styles gallery, click the built-in style you want to apply.

o In the Shape Styles group, in the Shape Fill, Shape Outline, and Shape
Effects galleries, click the settings you want.

» To format the text of a selected WordArt object
= On the Format contextual tab, do any of the following:
o In the WordArt Styles gallery, click the built-in style you want to apply.

o In the WordArt Styles group, in the Text Fill, Text Outline, and Text Effects
galleries, click the settings you want.

o In the Text group, click Text Direction, and then click the direction in which
you want the text to flow.
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Inserting and Modifying SmartArt Diagrams

When you need your document to clearly illustrate a concept such as a process, cycle,
hierarchy, or relationship, you can create a dynamic, visually appealing diagram by using
SmartArt diagrams. After selecting the type of diagram you want and inserting it into
the document, you add text either directly in the diagram’s shapes or from its text pane.
SmartArt diagrams can be only text or text and pictures.

Type your text here

* Park

* Garden

* Pond

* Woods

iR E

Accented Picture...

Meet with department

» To insert a diagram

1. On the Insert tab, in the lllustrations group, click the Insert SmartArt Graphic
button.

2. In the left pane of the Choose a SmartArt Graphic dialog box, click the type of
diagram you want.

3. In the center pane, click the layout you want, and then click OK.

Tip You change the size, shape, and location of a SmartArt diagram by using the same
techniques as you do with other graphic elements.
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» To add text to a diagram shape
=» With the diagram selected, click the shape, and enter the text.
=» In the text pane, click the bullet for the shape, and enter the text.
Tip If the text pane is not open, click the tab on the left side of the diagram'’s frame,

or click the Text Pane button in the Create Graphic group on the SmartArt Tools Design
contextual tab.

» To change the layout of a selected diagram

= To switch to a layout in the same diagram category, on the SmartArt Tools Design
contextual tab, in the Layouts gallery, click the layout you want.

= To switch to a layout in a different diagram category, on the Design contextual
tab, in the Layouts gallery, click More Layouts and then, in the Choose a SmartArt
Graphic dialog box, choose the layout you want.

» To delete a shape from a SmartArt diagram

=» Click the shape, and then press the Delete key.

» To change the color scheme of a selected diagram

= On the Design contextual tab, in the SmartArt Styles group, click the Change
Colors button and then click the color scheme you want.

» To apply a style to a selected diagram

= On the Design contextual tab, in the SmartArt Styles gallery, click the style you
want to apply.

» To apply a style to a a selected diagram shape

= On the SmartArt Tools Format contextual tab, in the Shape Styles gallery, click the
style you want to apply.

Or
1. On the Format contextual tab, click the Shape Styles dialog box launcher.

2. In the Format Shape dialog box, on the Line Color, Line Style, Shadow, Reflection,
Glow and Soft Edges, 3-D Format, and 3-D Rotation pages, choose the effects you
want to apply. Then click Close.
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Strategy Many formatting options are available from the Design and Format contextual
tabs. Be familiar with the options available on the contextual tabs as well as in the associ-
ated dialog boxes.

Practice Tasks

The practice files for these tasks are located in the Word\Objective4 practice file
folder. If you want to save the results of the tasks, save them in the same folder with
My appended to the file name so that you don't overwrite the original practice file.

e At the end of the Shapes document, draw a circle 1.5 inches in diameter in the
upper-left corner of a new drawing canvas. Then create a copy of the circle in
the upper middle of the drawing canvas and another in the upper-right corner.
Draw curved lines resembling strings below each circle. Group the shapes, and
then move the group to the top of the document.

e At the end of the SmartArt document, insert a Vertical Process diagram. In
the text pane, enter The Journey, The Battle, and The Twist as bullet points.
Then add a new shape containing the words True Climax.

e At the beginning of the WordArt document, insert Welcome Esther Valle! in
WordArt style 16 with 44-point text.

e Inthe WordArt document, change the words Extra! Extra! into WordArt style
21, and change the color of the letters to orange with a red outline. Then set
the spacing to Very Loose. Make the object two inches wider, and then apply
Shadow style 7.

4.3 Insert and Format Clip Art

Clip art comes in many different styles and formats, including illustrations, photographs,
videos, and audio clips. The only thing the clips have in common is that they are free and
available without any copyright restrictions. You can search for clip art objects by using
keywords, and store the images you might want to use in the Microsoft Clip Organizer.
You can also edit the keywords associated with an image and view its properties.
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Clip Art -
Search for:

Results should be:

Selected media file bypes E

Inchude Office. com content

&) Find more at Office. com
g Hints Far finding images

» To locate and insert a clip art object
1. On the Insert tab, in the lllustrations group, click the Clip Art button.
2. In the Clip Art pane, in the Search for box, enter a keyword, and click Go.
3. In the results list, click the thumbnail of the image you want.

Tip You change the size, shape, and location of a clip art object by using the same
techniques as you do with other graphic elements.
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» To temporarily store a clip art image on the Microsoft Office Clipboard

=» In the Clip Art pane, point to the image, click the arrow that appears, and then
click Copy.

» To store a clip art object in the Clip Organizer

1. In the Clip Art pane, point to the image, click the arrow that appears, and then
click Make Available Offline.

2. In the Copy to Collection dialog box, select or create the folder in which you want
to store the clip art object, and then click OK.

» To save a clip art object as a file
1. Insert the clip art object in a document.
2. Right-click the clip art object, and then click Save as Picture.

3. In the File Save dialog box, browse to the location in which you want to save the
file, name the file, select a file type, and then click Save.

» To open the Clip Organizer

= On the Windows Start menu, click All Programs, Microsoft Office, Microsoft
Office 2010 Tools, and then Microsoft Clip Organizer.

Practice Tasks

The practice file for these tasks is located in the Word\Objective4 practice file folder.
If you want to save the results of the tasks, save them in the same folder with My
appended to the file name so that you don't overwrite the original practice file.

e In the ClipArt document, insert a stylized dollar clip art image at the end of
the Greg Guzik paragraph, and make it 0.25 inch square. Then insert a copy
of the image at the beginning of the paragraph.

e Search for other stylized dollar clip art images, and save several of them to
the Clip Organizer.

e In the ClipArt document, replace the dollar image with a new one from the
Clip Organizer. Then resize and reposition it as you like.
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4.4 Apply and Manipulate Text Boxes

When you want text that is not part of the main flow to appear on a page, you can create a
text box in one of several built-in styles. If none of the predefined text-box building blocks
meets your needs, you can draw and format your own text box. You can make your custom
text boxes available from the Text Box gallery by saving them as building blocks.

4]

Exposure Quote Exposure Sidebar Grid Pull Quote

=

i

gt

Grid Sidebar

@ Maore Text Baxe
Diran Text Bos

Sawe Selection t

You can even
control the
direction of

the text!

» To insert a predefined text box

= On the Insert tab, in the Text group, click the Text Box button, and then click Draw
Text Box.

Or

1. On the Insert tab, in the Text group, click the Quick Parts button, and then click
Building Blocks Organizer.

2. In the Building Blocks Organizer dialog box, click any building block that is a
member of the Text Boxes gallery, and then click Insert.
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» To insert a custom text box

= On the Insert tab, in the Text group, click the Text Box button, and click Draw Text
Box. Then do one of the following:

o Click anywhere on the page to insert a dynamic text box that resizes as you
enter text.

o Drag anywhere on the page to draw a text box of a fixed size.

Tip You change the size, shape, and location of a text box by using the same techniques
as you do with other graphic elements.

» To copy a text box to a new location

= Hold down the Ctrl key and drag the text box to the second location.

Tip Release the mouse button first, and then the Ctrl key. (If you release Ctrl first, Word
will move the image instead of copying it.)

» To insert text in a text box
= Click in the text box so that the text box is surrounded by a dashed (not solid)

border. Then enter text as you would in a document.

» To link text boxes so that text flows from one text box to another
1. Click the first text box.
2. On the Text Box Tools Format contextual tab, in the Text group, click Create Link.

3. When the pointer changes to a pitcher shape, point to an empty text box in which

you want to continue the text, and when the pointer changes to a pouring pitcher,
click once.

» To change the direction of text in a selected text box

= On the Format contextual tab, in the Text group, click the Text Direction button,
and then click the direction you want.

>» To format a text box

1. Click the text box frame so that the text box is surrounded by a solid (not dashed)
border.



4 Including Illustrations and Graphics in a Document 117

2. On the Format contextual tab, do any of the following:
o In the Shape Styles gallery, click the built-in style you want to apply.

o In the Shape Styles group, in the Shape Fill, Shape Outline, and Shape
Effects galleries, click the settings you want.

» To change the default formatting for text boxes

- Select a formatted text box, right-click its border, and then click Set as Default
Text Box.

> To save a selected text box as a building block

1. On the Format contextual tab, in the Text group, click the Text Box button, and
then click Save Selection to Text Box Gallery.

2. In the Create New Building Block dialog box, enter a name and description, select
or create a category, and then click OK. (

Tip When you exit Word after saving a custom building block, you'll be asked whether

you want to save changes to the template in which you stored the building block. If you

want the building block to be available for future documents, click Save; otherwise, click

Don’t Save. \

Practice Tasks

The practice file for these tasks is located in the Word\Objective4 practice file folder.
If you want to save the results of the tasks, save them in the same folder with My
appended to the file name so that you don't overwrite the original practice file.

e In the TextBoxes document, insert a Simple Text Box. Then cut and paste the
paragraph of the document into the text box.

e Continuing in the TextBoxes document, decrease the size of the text box to
1.5 inches high by 2.5 inches wide, and then draw another text box of the
same size below the first one. Link the two text boxes so that the overflow
text from the first box is displayed in the second text box.

e Continuing in the TextBoxes document, color the first text box Light Blue with
a Blue border and the second text box Light Green with a Green border. Then
apply Shadow Style 1 to both boxes.




118 Exam 77-881 Microsoft Word 2010

Objective Review

Before finishing this chapter, ensure that you have mastered the following skills:

4.1 Insert and Format Pictures in a Document

4.2 Insert and Format Shapes, WordArt, and SmartArt
4.3 Insert and Format Clip Art

4.4 Apply and Manipulate Text Boxes



5 Proofreading
Documents

The skills tested in this section of the Microsoft Office Specialist exam for Microsoft
Word 2010 relate to reviewing and validating document content and working with
AutoCorrect settings. Specifically, the following objectives are associated with this set
of skills:

5.1 Validate Content by Using Spelling and Grammar Checking Options
5.2 Configure AutoCorrect Settings
5.3 Insert and Modify Comments in a Document

In the days of handwritten and typewritten documents, people might have tolerated
a typographical or grammatical error or two because correcting such errors without
creating a mess was difficult. Word-processing programs such as Word have built-in
spelling and grammar checkers, so now documents that contain these types of errors
are likely to reflect badly on their creators. Word provides three tools to help you with
the chore of eliminating spelling and grammar errors: visual error indicators, the spelling
and grammar checker, and the AutoCorrect feature.

When reviewing the content of a document, it can be useful to insert information in
comments, either for your own reference or to initiate discussion with someone else.

This chapter guides you in studying ways of checking the spelling and grammatical
accuracy of document content, configuring Word to automatically correct frequently
misspelled words, and inserting and viewing comments in documents.

Practice Files Before you can complete the practice tasks in this chapter, you need

to copy the book’s practice files to your computer. The practice files you'll use to com-
plete the tasks in this chapter are in the Word\Objective5 practice file folder. A complete
list of practice files is provided in “Using the Book’'s Companion Content” at the begin-
ning of this book.
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Validate Content by Using Spelling and
Grammar Checking Options

Word automatically indicates suspected spelling and grammar errors by using colored
error indicators. Red wavy underlines indicate potential spelling errors and green wavy
underlines indicate potential grammar errors. You can correct the indicated error by
choosing a replacement word or phrase from the built-in dictionary, or you can instruct
Word to ignore this instance or all instances of the underlined word or phrase.

As you know, operating an import business i the global arena requires careful consideration of
current econotnic and enwironmental condiions, as well as of political 1ssues that could affect
our abdity to mantain a wable business. When we select our product serces, we strive to not
otly to inprove the local economy but to to ensure the preservation of &
complex balancing act, but we are commited to mamimizing our positive

no negative impacts.

SOurces
SOIes
sCores

An exciing and challenging venture, and we would ke to mvite you to forces
to discuss any information you tmght need with Sidnevy Higa, one of our SOUICE'S
tay contact Sidney through our main number at (923) 555-0167, througt

sidney@wideworldimporters.com, or by regular mail at our corporate ad Ianare
Ignore All
In the meantime, here 15 a packet of informational matenal that mcludes Add to Dictiohary
suppliers, atravel manual used by our purchasing agents i the field, and ision <t X
Language 4
5 Spelling...

Tip You might also see blue wavy underlines, which indicate words that are correctly
spelled but that might be incorrectly used in a particular context.

With the spelling and grammar checker, you can check the spelling or grammar of selected
content or an entire document. From the Spelling And Grammar dialog box, you can
review and correct any issues that don't match the built-in spelling and grammar rules.
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complex balancing
no negative impacty

An exciting and chy
to discuss any infory
tnay contact Sidney,
sidneyi@wideworldi

In the meantime, hg
muppliers, atravel b

Spelling and Grarnmar: Englizh (5]

Repeated Ward:

B =

“When we select our product sorces, we strive
to not only to improve the local economy but
to to ensure the preservation of fragile
ecologies.

~

Suggestions:

Ignore Cnce:

Check grammar

[ Options, .. ] [ Undo ]

Delete

Close

Az you know, operating an import business in the global arena requires carefil consideration of
current economic and enwironmental conditions, as well as of political 1ssues that could affect
our ability to mantain a viable business. When we zelect our product sorces, we stive to not
oty to wmprove the local economy but to to ensure the preservation of fragile ecologies. Itis a

ne

fice
[Fou

The buttons available in the Spelling And Grammar dialog box vary based on the type of

issue being addressed, as follows:

o [f the spelling and grammar checker flags a suspected misspelling, it suggests

corrections.

e |f the tool flags a suspected breach of grammar rules, it tells you which rule you

have broken and suggests corrections.

Options on the Proofing page of the Word Options dialog box control the dictionaries
used by Word when checking the spelling and grammar of message content, as well
as the language in which button labels, tab names, Help content, and ScreenTips are

displayed.

o
<
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Word Options @

When correcting spelling in Microsoft Office programs -

zeneral

i Ignore words in UPPERCASE
Display
Ignare words that contain numbers
Proofing "
Ignare Internet and file addresses
Sawe Flag repeated waords

|:| Enforce accented uppercase in French

Language

|:| suggest fraom main dictionary anly
#dhvanced [ Custom Dictionaries...
Customize Ribbon French modes: | Traditional and new spellings Iz‘
Quick Access Toolbar Spahish modes: | Tuteo verb forms anly EI
Add-Ins When correcting spelling and grammar in Word
Trust Center Check spelling as you type

Use contextual spelling

Mark grammar errors as you ype
Check gramrmat with spelling

|:| Show readability statistics

Wiriting Style: | Grammar Only EI
Recheck Document

Exceptions for: B MOS_PL Word_5.docx IZI

m

D Hide spelling errors in this document anly

|:| Hide grammar errors in this document only

» To replace an underlined word or phrase with a suggested correction
= Right-click the underlined word or phrase and then, at the top of the context menu,
click the replacement word or phrase.
» To remove an error indicator without making changes

= Right-click the underlined word or phrase, and then click Ignore.
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» To check spelling and grammar in a document
1. On the Review tab, in the Proofing group, click the Spelling & Grammar button.

2. In the Spelling and Grammar dialog box, for each error that is flagged, do one of
the following:

o Click Ignore Once to move to the next error without making a change.

o Click Ignore All to move to the next error and instruct Word to not flag any
further instances of the selected word or phrase as an error.

o Click Add to Dictionary to add the selected word or phrase to the dictionary
that is currently in use.

o Click a suggested correction in the Suggestions box, and then click Change
to implement the change for the currently selected word or phrase.

o Click a suggested correction in the Suggestions box and then click Change
All to implement the change for all instances of the currently selected word
or phrase in the document.

o Click Delete to delete the currently selected word or phrase.

o Click Delete All to delete all instances of the currently selected word or
phrase in the document.

» To hide spelling or grammar errors in a document
1. In the Spelling and Grammar dialog box, click Options.
Or
In the left pane of the Word Options dialog box, click Proofing.
2. In the Exceptions for section of the Proofing page, do any of the following:

o To hide all wavy red underlines, select the Hide spelling errors in this
document only check box.

o To hide all wavy green underlines, select the Hide grammar errors in this
document only check box.
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» To customize the spelling and grammar-checking settings
1. In the Spelling and Grammar dialog box, click Options.
Or
In the left pane of the Word Options dialog box, click Proofing.

2. In the When correcting spelling in Microsoft Office programs section of the
Proofing page, select the spelling correction options and dictionaries you want
to use in all Office programs, including Word.

3. In the When correcting spelling and grammar in Word section of the Proofing
page, select the spelling-checking and grammar-checking options you want to
use in Word. (You can select different options in other Office programs.)

Practice Tasks

The practice file for these tasks is located in the Word\Objective5 practice file folder.
If you want to save the results of the tasks, save them in the same folder with My
appended to the file name so that you don't overwrite the original practice file.

e In the first paragraph of the Letter document, correct the spelling of the word
sorces by selecting the correct spelling from the context menu.

e Check the spelling and grammar of the Letter document, and do the following
from within the Spelling And Grammar dialog box:

o Correct the duplicate instances of the word to in the first paragraph.

o Add the company name Contoso to the dictionary so that Word doesn't
flag future instances of it as a spelling error.
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5.2 Configure AutoCorrect Settings

The AutoCorrect feature corrects commonly misspelled words, such as adn to and, so that
you don't have to correct them yourself. AutoCorrect includes a long list of frequently
misspelled words and their correct spellings. In addition to correcting spelling errors,
the AutoCorrect feature corrects common capitalization issues.

AutoCorrect: English (L5 @
| AukoFormat | Ackions
AutoCorreck | Math AutoCorrect | AukoFormat &s You Type

Show AutaCorrect Options buttons

Correct TWa INitial Copitals

[ capitalize firsk letter of sentences

7] Capitalize first letter of table cells
Capitalize pames of days

Carrect accidental usage of cAPS LOCE key

Replace text as you bype

Replace: Witht @) Plain kext Farmatted text

&dd Delete
Autarnatically use suggestions from the spelling checker

If you frequently misspell a word that AutoCorrect doesn’t change, you can add it to
the list in the AutoCorrect dialog box. If AutoCorrect frequently changes a word or
letter combination that you want it to leave as it is, you can create an exception to the
AutoCorrect rules for that specific word or letter combination.

™
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AutoCaorrect Exceptions @

First Letter | INitial CAps | Other Corrections

Don't correct:

appk -
deskkopa

joanlamb

magrnk

microsoft

Automatically add words o list

(0] 4 ] l Cancel

Strategy Be familiar with the different types of AutoCorrect exceptions you can create.

» To add a misspelling to the AutoCorrect list

1.

2.

Select the misspelled word and then, on the Proofing page of the Word Options
dialog box, click AutoCorrect Options.

Or

Right-click the misspelled word, point to AutoCorrect, and then click AutoCorrect
Options.

On the AutoCorrect page of the AutoCorrect dialog box, enter the correct spelling
in the With box. Click Add, and then click OK.

Or
On the Proofing page of the Word Options dialog box, click AutoCorrect Options.

On the AutoCorrect page of the AutoCorrect dialog box, enter the misspelling in the
Replace box and the correct spelling in the With box. Click Add, and then click OK.

» To modify the default automatic correction options

1.

On the Proofing page of the Word Options dialog box, click AutoCorrect Options.

2. On the AutoCorrect page of the AutoCorrect dialog box, clear the check box of

anything you don’t want Word to automatically correct. Then click OK.

» To reverse an automatic correction

= Click the Undo button.

->

Press Ctrl+Z.
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» To create an exception to the AutoCorrect settings
1. On the Proofing page of the Word Options dialog box, click AutoCorrect Options.
2. On the AutoCorrect page of the AutoCorrect dialog box, click Exceptions.

3. In the AutoCorrect Exceptions dialog box, enter the text you do not want the
AutoCorrect feature to change on the appropriate page, click Add, and then click OK.

» To remove an AutoCorrect exception
1. On the Proofing page of the Word Options dialog box, click AutoCorrect Options.
2. On the AutoCorrect page of the AutoCorrect dialog box, click Exceptions.

3. In the AutoCorrect Exceptions dialog box, click the exception you want to remove,
click Delete, and then click OK.

Practice Tasks

The practice file for these tasks is located in the Word\Objective5 practice file folder.
If you want to save the results of the tasks, save them in the same folder with My
appended to the file name so that you don't overwrite the original practice file.

e In the Letter document, locate the misspelled word commited. From the context
menu, add the misspelled word to the AutoCorrect list so that Word automati-
cally corrects future instances to committed.

e Modify the AutoCorrect options so that Word automatically corrects the
misspelled word avalable to available. Test the AutoCorrect modification
by entering the following text at the end of the second paragraph:

Sidney will not be avalable May 10-14.

5.3 Insert and Modify Comments in a Document

You can insert comments within a document to ask questions, make suggestions, or
explain changes. Depending on the document view, comments are shown in balloons,
in the Reviewing Pane, or inline.

When shown in balloons, each comment is associated with specific text that is highlighted
in the document in the same color as the balloon and is preceded in the balloon by
the initials of the person who created the comment and a sequential number.
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the prices at Fabrikam, but I was reassured
-5 weekly loss-leader promotions that are not
-need to find a way to make this point m our

[Adequate] Some poor, fome ‘,.—‘[Enrrl'nent [MN1]: Butsiow ]

good| {Comment[shzR1} J

- Conwent [SH3T: They carrythe new Ultraline.
3/24: Thes e are special order.

MNon-existent Substandard to
adequate
ey [ |

When shown in the Reviewing Pane, each comment header displays the comment
number and the name of the person who entered the comment.

TE AR Campetitive&nalysisa - Microsoft Word o @ =)
Home  Insert  Pagelayout  References  Mailings Review | View a @
y [, research aﬁ % \j A Delete = :_2, 9 Final: Show Markup - %‘ &} Previous "]j v ?
5 Thesaurus i rrevious = |3 Shows Markup - 93 Mext
Spelling & ge Trarsiate Language | Hew Track Accept Reject Compare | Elock  Restrict
Grammar 123 Word Count comment 3 Next Changes = [B] Reviewing Pane| - - - - &uthors - Editing
Procfing Language Comments Tracking Changes Compare Protect
Summary: 2 revisions gax ey g e A
u -

Insertions; 0 Deletions: 0 Moves: 0 z

Formatting: 0 Camments: 2

il B Thad an interesting trip on Friday. I wisited competitors all over the city, but focused my
N analysis on just three because I think those companies represent the biggest threats. At
- first, Iwas alarmed when I saw some of the prices at Fabrikam, but Iwas reassured
Comment [MN1] Mike Nash . when Irealized that their strategy involves weekly loss-leader promotions that are not

representative of their prices overall We need to find a way te make this peint in our
marketing materials

[Comment [sH2] Sidney Higa_| )

I R TE e (W Traditional  Seme lower, [Adequate] Some poor, fome good
tnane) some much IR

I ‘ o higher

{none) : TN Warehouse Lower Non-existent  Substandard to adequate
- Traders
l(none) ‘ j Traditional Much higher Good Good

(none)

But slow

You can add information within an existing comment or respond to a comment with a
secondary response comment. Response comments are indicated by the letter R followed
by the response number in the comment header.

Strategy Practice displaying only specific types of review markup.

» To insert a comment about selected text
1. On the Review tab, in the Comments group, click the New Comment button.

2. In the comment balloon, enter the comment.
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» To hide or display comments

= On the Review tab, in the Tracking group, click the Show Markup button, and then
click Comments.

» To display comments in the margin

=» Turn on the display of comments. On the Review tab, in the Tracking group, click the
Show Markup button, point to Balloons, and then click Show Revisions in Balloons
or Show Only Comments and Formatting in Balloons.

» To display comments in the Reviewing Pane

=» Turn on the display of comments. On the Review tab, in the Tracking group, click the
Reviewing Pane arrow, and then click Reviewing Pane Vertical or Reviewing Pane
Horizontal.

Tip To change the size of the Reviewing Pane, point to its border and then, when the
pointer changes to a double-headed arrow, drag the border.

» To display comments in ScreenTips

=» Turn on the display of comments. On the Review tab, in the Tracking group, click the
Show Markup button, point to Balloons, and then click Show All Revisions Inline. (

» To display comments from a specific reviewer

1. On the Review tab, in the Tracking group, click the Show Markup button, and then \
point to Reviewers.

2. Click to place a check mark next to each reviewer whose comments you want to
display, and click to clear the check mark next to each reviewer whose comments
you want to hide.

>» To move between comments

= On the Review tab, in the Comments group, click the Previous button or the Next
button.

» To edit a comment
1. Display comments either in the Reviewing Pane or in balloons.

2. Click the comment, and then change the text by using normal editing techniques.
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» To respond to a comment
1. Display comments either in the Reviewing Pane or in balloons.

2. Click the comment. Then on the Review tab, in the Comments group, click the
New Comment button.

3. Enter your comment response.

» To delete a comment
1. Display comments either in the Reviewing Pane or in balloons.

2. Click the comment. Then on the Review tab, in the Comments group, click the
Delete button.

Or

Right-click the comment, and then click Delete Comment.

Practice Tasks

The practice file for these tasks is located in the Word\Objective5 practice file folder.
If you want to save the results of the tasks, save them in the same folder with My
appended to the file name so that you don't overwrite the original practice file.

e Open the Comments document, and in the fifth column of the table, add the
comment They carry the new Ultra line to the words some good. Then delete
the comment associated with the word competitors in the first paragraph.

e In the Comments document, add These are special order in a new paragraph
at the end of the second comment. Then respond to the comment associated
with Adequate with a new comment balloon containing the text If | were a
real customer, | would have left.

Objective Review

Before finishing this chapter, ensure that you have mastered the following skills:

5.1 Validate Content by Using Spelling and Grammar Checking Options
5.2 Configure AutoCorrect Settings
5.3 Insert and Modify Comments in a Document



6 Applying
References
and Hyperlinks

The skills tested in this section of the Microsoft Office Specialist exam for Microsoft
Word 2010 relate to creating references and hyperlinks within documents. Specifically,
the following objectives are associated with this set of skills:

6.1 Apply a Hyperlink
6.2 Create Endnotes and Footnotes
6.3 Create a Table of Contents

You may want to refer the reader of a document to another location in the document, to

another document, or to a webpage for further information. You can do this by inserting a
hyperlink in the document to the other location. You can also supply additional information

to a reader by including footnotes or endnotes in the document. You can provide a master
reference to the document content by including a table of contents that links the reader to

the headings within the document. (

This chapter guides you in studying ways of inserting hyperlinks, ways of inserting endnotes
and footnotes, and methods of creating a table of contents. \

Practice Files Before you can complete the practice tasks in this chapter, you need

to copy the book’s practice files to your computer. The practice files you'll use to com-
plete the tasks in this chapter are in the Word\Objective6 practice file folder. A complete
list of practice files is provided in “Using the Book’s Companion Content” at the begin-
ning of this book.
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6.1 Apply a Hyperlink

Inserting Hyperlinks

Like webpages, Word documents can include hyperlinks that provide a quick way to
connect to related information, or to perform tasks such as opening another document,
downloading a file, displaying a webpage, or sending an email message. You insert a
hyperlink from text or a graphic element to a specific target file or location. You can
specify whether the target information should be displayed in the same window or
frame as the document or in a new window or frame. You can also specify default
settings for all hyperlinks.

Insert Hypetlink @
Link to: Text to display: |Click here to view the calendar,
Look, in: | My Documents El

Existing File ar

Wweb Page ] Relationshin wants list.docx 2 Bookmark. ..
—— ‘;—}gﬁi‘:t T Reliance-Susie.pdf
7. Reliance-Susiel. pdf
Place in This ] testdoc,docx
Document Browsed | Thisls&Test.docx
Pages | ] Trinity Dally Schedulexlsx
ﬂ ] Trinity Packing List - Cancun.docx
Create hew Recent ¥ Tuscaloosa County Schaools 2010-2011 School Calendar
Document Filas B word1o,_| Set Target Frame @
Address: C:\UsersiJoar) Current Frames page: gelect the frame where vou want the
locument ko appear:
E-mail Address
e window El

Set as default for all hyperlinks =

{none)

[ Ok, l’ Cancel l

Within the document, hyperlinked text appears underlined and in the color specified for
hyperlinks by the document’s theme. (Hyperlinked graphics do not have a visual indicator.)
You can display the hyperlink target by pointing to the hyperlinked text or graphic. You

can jump to the hyperlink target by holding down the Ctrl key and clicking the linked text
or graphic. After you click hyperlinked text, it appears in the color specified for followed

hyperlinks.
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» To insert a hyperlink to a file
1. Select the text or graphic object to which you want to attach the hyperlink.

Tip You can change the selected text from within the Insert Hyperlink dialog box by
changing it in the Text To Display box.

2. On the Insert tab, in the Links group, click the Insert Hyperlink button.
Or
Right-click the selection, and then click Hyperlink.

3. In the Insert Hyperlink dialog box, on the Link to bar, click the Existing File or
Web Page button.

4. In the Look in area, browse to the file.
Or
In the Address box, enter the absolute path to the file.

5. Click Target Frame. In the Set Target Frame dialog box, specify where the hyperlink
target will be displayed, and then click OK.

6. In the Insert Hyperlink dialog box, click OK.

» To insert a hyperlink to a webpage

1. Select the text or graphic object to which you want to attach the hyperlink, and
then open the Insert Hyperlink dialog box.

2. On the Link to bar, click the Existing File or Web Page button. (
3. In the Address box, enter the URL of the webpage.

4. Click Target Frame. In the Set Target Frame dialog box, select New window, and
then click OK. \

5. In the Insert Hyperlink dialog box, click OK.

» To insert a hyperlink to a heading or bookmark within the document

1. Select the text or graphic object to which you want to attach the hyperlink, and
then open the Insert Hyperlink dialog box.

2. On the Link to bar, click the Place in This Document button.
3. In the Select a place in this document box, click the heading or bookmark.

4. In the Insert Hyperlink dialog box, click OK.
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» To insert a hyperlink that opens an email message form

1. Select the text or graphic object to which you want to attach the hyperlink, and
then open the Insert Hyperlink dialog box.

2. On the Link to bar, click E-mail Address.

3. In the E-mail address box, enter the email address to which you want to send the
message.

Or

In the Recently used email addresses list, click the email address to which you
want to send the message.

4. In the Subject box, enter the subject of the message.

5. In the Insert Hyperlink dialog box, click OK.

» To modify a hyperlink
1. Right-click the hyperlink, and then click Edit Hyperlink.
2. In the Edit Hyperlink dialog box, make the necessary changes, and then click OK.

>» To remove a hyperlink

=» Right-click the hyperlink, and then click Remove Hyperlink.

Inserting Bookmarks

Whether you are creating a document or working in a document created by someone
else, you can insert named bookmarks to identify information to which you might want
to return later. (Word automatically creates bookmark names for headings down to the
fourth level by duplicating the heading and then removing articles, spaces, and punctua-
tion and capitalizing the first letter of each word.) You can move to bookmarked locations
within a document either by creating hyperlinks to the bookmarks or by browsing to them.

Tip The automatically created bookmarks appear on the Place In This Document page
of the Insert Hyperlink dialog box.
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» To insert a bookmark
1. Place the cursor at the location in which you want to insert the bookmark.
Or
Select the text or object to which you want to attach the bookmark.
2. On the Insert tab, in the Links group, click the Bookmark button.

3. In the Bookmark dialog box, enter a name for the bookmark in the Bookmark
name box, and then click Add.

Tip Bookmark names cannot contain spaces. If you enter a space and then type a char-
acter, the Add button becomes inactive. To name bookmarks with multiple words, either
run the words together and capitalize each word or replace the spaces with underscores
for readability.

>» To move to a bookmark '

1. Open the Bookmark dialog box, and then click the bookmark you want to move to.
2. Click Go To, and then click Close. \
Or -

1. On the Home tab, in the Editing group, click Go To in the Find list.

2. On the Go To page of the Find and Replace dialog box, in the Go to what list,
click Bookmark.

3. In the Enter bookmark name list, click the bookmark you want.
4. Click Go To, and then click Close.
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Practice Tasks

The practice files for these tasks are located in the Word\Objective6 practice file
folder. If you want to save the results of the tasks, save them in the same folder with
My appended to the file name so that you don't overwrite the original practice file.

e In the Hyperlinks document, create a hyperlink from the logo at the top of
the page to the OtherLogos document. Then test the hyperlink.

e In the Hyperlinks document, create a hyperlink that, when clicked, creates an
email message that is addressed to you and has a subject of MOS Test Message.
Then test the hyperlink.

6.2 Create Endnotes and Footnotes

When you want to provide a reference or comment about a statement in a document—
for example, to explain an assumption or cite the source for a different opinion—you can
enter the comment as a footnote or as an endnote. Doing so inserts a number or symbol
called a reference mark, and your associated comment appears with the same number or
symbol either as a footnote or as an endnote. Footnotes appear either at the bottom
of the page or immediately after the last text on the page. Endnotes appear at the
end of the document or document section. In most views, footnotes or endnotes are
divided from the main text by a note separator line.

Word applies default styles to the reference marks for footnotes and endnotes. By default,
footnote reference marks use arabic numerals (1, 2, 3, and so on), and endnote reference
marks use roman numerals (i, ii, iii, and so on). You can change the numbering and refer-
ence marks associated with footnotes and endnotes.
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» To create a footnote or endnote
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1. Place the cursor in the location from which you want to reference the footnote or

endnote.

2. On the References tab, in the Footnotes group, click the Insert Footnote button or

the Insert Endnote button.

3. Inthe linked area at the bottom of the page or end of the document or section,

enter the note text.

» To change the number format of existing footnotes or endnotes

1. On the References tab, click the Footnotes dialog box launcher.

2. In the Footnote and Endnote dialog box, in the Location area, click Footnotes

or Endnotes.

3. In the Format area, in the Number format list, click the format you want.

4. With Whole document shown in the Apply changes to box, click Apply.
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» To change the formatting of footnote or endnote reference marks
1. In the document text, select the reference mark for any footnote or endnote.

2. On the Home tab, in the Editing group, click the Select button, and then click
Select Text with Similar Formatting.

3. On the Home tab, apply the character formatting you want the reference marks
to have.

» To change the location of footnotes or endnotes
1. On the References tab, click the Footnotes dialog box launcher.
2. In the Footnote and Endnote dialog box, do any of the following, and then click OK:
o Click Footnotes and then, in the list, click Bottom of page or Below text.

o Click Endnotes and then, in the list, click End of document or End of section.

» To delete a footnote or endnote

= In the document text, select the reference mark of the footnote or endnote you
want to delete, and then press Delete.

Practice Tasks

The practice file for this task is located in the Word\Objective6 practice file folder.
If you want to save the results of the tasks, save them in the same folder with My
appended to the file name so that you don't overwrite the original practice file.

e In the Footnotes document, cut the last sentence from the end of the first
paragraph to the Microsoft Office Clipboard. Then insert a footnote after the
first sentence in the second paragraph, and paste the cut item as the text of

the footnote.

6.3 Create a Table of Contents

If you create a long document divided into parts by headings you have designated by
applying styles (Heading 1, Heading 2, and so on), you can add a table of contents (TOC)
to the beginning of the document to give readers an overview of the document’s contents
and to help them find specific sections. If the document will be printed, you can indicate
with a page number the starting page of each section. If the document will be distributed
electronically, you can link each heading and subheading in the table of contents to the
section in the document so that readers can jump directly there with a click of the mouse.
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The Table Of Contents gallery offers three standard table formatting options that use nine
levels of built-in TOC styles (TOC 1, TOC 2, and so on). If none of these formats meets your
needs, you can choose from several other styles, such as Classic, Fancy, and Simple, in the

Table Of Contents dialog box.
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After you select the style you want, Word identifies the table of contents entries (based
on the document heading levels) and creates the table at the cursor as one field. You can
edit the text of a table of contents, but it is much easier to have Word update the table
for you. You can tell Word to update only the page numbers, or if you have changed,
added, or deleted headings, you can have Word update (re-create) the entire table.

Tip You can change the formatting or content within the table, but any individual for-
matting changes you make will be lost if you update the table of contents. Therefore it
is best to wait until the table of contents is complete before manually formatting any of
its content.

See Also For information about applying styles, see section 2.1, “Apply Font and
Paragraph Attributes.”

» To create a standard table of contents
1. Ensure that headings within the document are styled with Heading styles.
2. Position the cursor where you want to insert the table of contents.

3. On the References tab, in the Table of Contents group, click the Table of
Contents button.

4. In the Table of Contents gallery, click the table of contents style you want.

» To create a custom table of contents

1. On the References tab, in the Table of Contents group, click the Table of Contents
button, and then click Insert Table of Contents.

2. In the Print Preview area of the Table of Contents dialog box, do any of the following:

o Show or hide the page number of each heading by selecting or clearing the
Show page numbers check box.

o Display page numbers at the right table margin or immediately following the
heading by selecting or clearing the Right align page numbers check box.

o Specify the characters that appear between the heading and the page number
by clicking the Tab leader arrow and then clicking (none), dots (.......), dashes
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In the Web Preview area of the Table of Contents dialog box, specify whether page
numbers are included in tables of contents created in web documents by selecting or
clearing the Use hyperlinks instead of page numbers check box.

In the General area of the Table of Contents dialog box, do any of the following:
o In the Formats list, select one of the default Word TOC formats.

o In the Show levels list, enter or click to select the number of outline levels you
want to include in the table of contents.

In the Table of Contents dialog box, click OK.

» To create a table of contents with custom TOC styles

1.
2.

7.

Position the cursor where you want to insert the table of contents.

On the References tab, in the Table of Contents group, click the Table of Contents
button, and then click Insert Table of Contents.

In the Table of Contents dialog box, click Modify.
In the Style dialog box, select a TOC style you want to modify, and then click Modify.

In the Modify Style dialog box, change the font, paragraph, tabs, border, and other
formatting to suit your needs, and then click OK.

Repeat steps 4 and 5 to make additional style modifications. When you finish, click
OK in the Style dialog box.

In the Table of Contents dialog box, click OK.

» To update a table of contents

1.
2.

Right-click the table of contents, and then click Update Field.

In the Update Table of Contents dialog box, click Update page numbers only or
Update entire table, and then click OK.

Or
Position the cursor in the table of contents.

On the References tab, in the Table of Contents group, click the Update Table
button.

In the Update Table Of Contents dialog box, click Update page numbers only or
Update entire table, and then click OK.
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Practice Tasks

The practice file for these tasks is located in the Word\Objective6 practice file folder.
If you want to save the results of the tasks, save them in the same folder with My
appended to the file name so that you don't overwrite the original practice file.

e At the beginning of the Contents document, create a table of contents based
on heading styles that uses the Classic format and dotted line page-number
leaders.

e Insert manual page breaks within the Contents document, and then update
the entire table of contents to reflect your changes.

Objective Review

Before finishing this chapter, ensure that you have mastered the following skills:

6.1 Apply a Hyperlink
6.2 Create Endnotes and Footnotes
6.3 Create a Table of Contents



7 Performing Mall
Merge Operations

The skills tested in this section of the Microsoft Office Specialist exam for Microsoft
Word 2010 relate to merging data into documents. Specifically, the following objectives
are associated with this set of skills:

7.1 Set Up Mail Merge

7.2 Execute Mail Merge

Many businesses and other organizations communicate with their customers or members
by means of letters, newsletters, and promotional pieces that are sent to everyone on a
mailing list. The easiest way to generate a set of documents that are identical except for
certain information—such as the name and address of the recipient—is to use the mail

merge process. You can use the mail merge process to easily produce a set of personal-
ized documents and mailing labels.

This chapter guides you in studying the steps required to create form letters, email mes-
sages, envelopes, labels, catalogs, and directories that contain variable information. You
study how to set up source documents, set up mail merge documents manually or by
using the Mail Merge wizard, check mail merge documents for errors, preview mail
merge operations, and produce merged documents in various final delivery formats.

Practice Files Before you can complete the practice tasks in this chapter, you need

to copy the book’s practice files to your computer. The practice files you'll use to com-
plete the tasks in this chapter are in the Word\Objective7 practice file folder. A complete
list of practice files is provided in “Using the Book’s Companion Content” at the begin-
ning of this book.

143



144

Exam 77-881 Microsoft Word 2010

7.1 Set Up Mail Merge

Preparing Source Documents

The mail merge process combines static information stored in one document (the main
document) with variable information stored in another document (the data source). The
main document contains the static text that will appear in all the merged documents.
It also contains placeholders—called merge fields—that tell Word where to insert the
variable information. The data source contains the variable information. You can prepare
either source document first, but because you must insert the correct merge field names
into the main document, it can be useful to prepare the data source first.

Preparing a Data Source

A valid data source is a structured document, such as a Word table, Microsoft Excel
worksheet, Microsoft Access database table, or Microsoft Outlook contact list, that
contains sets of information—called records—in a predictable format.

A typical data source file consists of a matrix of rows and columns. Each row contains

one record, such as the complete name and address of a customer, and each column

contains a particular type of information—called a field—such as the first name of all

the customers. In the first row of the data source, each field is identified by its column
header—called a field name.

A B I5} D E F

1 |FirstName LastName Addressi City State PostalCode — Field names
2 Charlie Keen 991 S. Mississippi Rd. St Louis MO 69203

3 Raman Sarin 8808 Backbay St Boston  MA 88337

4 Jed Brown 666 Fords Landing Westowver WA 66954

5 |George  Schaller 401 Rodeo Dr. Auburn WA 34923— Record
6 Patrick Sands 4568 Spaulding Ave. M. Seatlle WA 12345

7/ Andreas Schou 14S. Elrn Dr. Moscow 1D 02912

8 Bob Kelly 12 Juanita Ln, Helena  MT 42665

9 Jim Kim 78 Miller St. Seattlle WA 81233

10 Eli Bowen 27 Christopher St. Seattle WA 67645

11 Colleen  Bracy 18 Elm St. Tulalip WA 77483

Tip Because field names are also used as the merge fields in the main document, they
cannot contain spaces. To make the field names readable with no spaces, capitalize each
word, as in PostalCode, or replace the spaces with underscores, as in Last_ Name.

You can select recipients by entering them into a new recipient list, by referencing an exist-
ing data source, or by importing an Outlook contact list. When you import an Outlook
contact list, all the contacts contained therein are automatically selected as recipients.
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Mail Merge Recipients IEI
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» To create a recipient list by entering information

1. On the Mailings tab, in the Start Mail Merge group, click the Select Recipients
button, and then click Type New List.

2. In the New Address List dialog box, enter the first recipient’s information.

3. For each additional recipient, click New Entry (or press Tab) and then enter the
recipient’s information.

4. When the recipient list is complete, click OK.

5. In the Save Address List dialog box displaying the contents of your My Data (
Sources folder, enter a name for the recipient list file, and then click Save.

» To select recipients from an existing file \

1. On the Mailings tab, in the Start Mail Merge group, click the Select Recipients
button, and then click Use Existing List.

2. In the Select Data Source dialog box, browse to and select the file containing the
recipient list. Then click Open.
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» To select recipients from an Outlook contact list
1. Start Outlook and, if necessary, provide the credentials for your email account.

2. In Word, on the Mailings tab, in the Start Mail Merge group, click the Select
Recipients button, and then click Select from Outlook Contacts.

3. In the Select Contacts dialog box, click the contact list you want to reference, and
then click OK.

4. To use only a subset of the contacts in the contact list, do one of the following in
the Mail Merge Recipients dialog box:

o Clear the check box located between Data Source and Last in the list header to
clear all the selection check boxes. Then select only the recipients you want.

o Clear the selection check boxes of individual recipients.

Preparing a Main Document

You can create a Word document and then use it as the main document for a mail merge
process, or you can create a document specifically for the mail merge process. Either way,
you insert merge fields into the document in the location in which you want to insert
variable information from the data source.

Merge fields

CWide world Shporters

3456 ELM STREET, AN FrRancisco, CA 10012

—— wAddressBlock»
—— «Greetingline»

| want to take a moment to thank you for your continued support of Wide World Importers.
Because loyal customers like you come back year after year, we are still growing steadily and
the future looks brighter than ever.

As you know, we will celebrate our 10™ anniversary in March. In honor of that occasion, we are
holding a special Mad March salel Everythingin the store will be 20% off throughout the
month, and selected specials at higher discounts will be offered each day. Please pick up one of
our promotional flyers the next time you visit the store for a complete schedule of these special
offerings.

— «FirstName», for even greater savings, be sure to bring this letter with you when you shop.
Identify yourself as a VIP Customer by presentingthe letter to your salesperson at the time of
your purchase, and you will receive an additional 5% off your tatal bill,




You can insert specific named merge fields or you can insert an address block or greeting
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line (salutation) that you tailor to suit your needs.

Insert Merge Fi
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ZipfPostal Code
CountryfRegion
Phane

Mobile Phone
Pager Phone

() Address Fields

e >

@ Database Fields

Insert Address Block

Specify address elements
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Preview
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Joan Lambert

Online Training Solutions, Inc.
1071 Timber Lane

Barnvile, TX 22222

Insert Greeting Line

Greeting line Farmat:

Dear |Z| Mr, Randall |Z| .

Greeting line Far invalid recipient names:
Deat Sir or Madam, |Z|
Presview

Here is a preview from your recipient list:

1 P Bl

Dear Charlie Keen,

Correct Problems

IF items in vour greeting line are missing or out of order, use Match Fields to
identify the correct address elements Fram your mailing list.

Match Figlds. ..

» To insert a single merge field

= On the Mailings tab, in the Write & Insert Fields group, click the Insert Merge

Field arrow and then, in the list, click the merge field you want to insert.

» To inse

1. On the Mailings tab, in the Write & Insert Fields group, click the Insert Merge

Field

2. In the Insert Merge Field dialog box, for each field you want to insert, click the

rt multiple merge fields

button.

field and then click Insert. After you insert the fields you want, click Close.

» To insert an address block

1. On the Mailings tab, in the Write & Insert Fields group, click the Address Block

button.

2. In the Insert Address Block dialog box, specify the address elements you want to

include, and preview the results. Then click OK.

o
<
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» To insert a greeting line

1. On the Mailings tab, in the Write & Insert Fields group, click the Greeting Line
button.

2. In the Insert Greeting Line dialog box, select the format of the salutation you want
to use for recipients whose records include the salutation’s required elements, and
select the generic salutation you want to use for other recipients. Then click OK.

Merging Source Documents

You can merge a main document with a data source manually or by using the Mail
Merge wizard.

Setting Up a Manual Mail Merge

Strategy Be familiar with the different types of mail merge documents you can create.

The first step in the manual mail merge process is to specify the type of merge docu-
ments you want to create: letters, email messages, envelopes, labels, or a directory. You
then select or create a data source and identify the records in the data source that
you want to include in the mail merge operation. You create your main document and
insert merge fields from the data source into it. You preview the results and check for
errors, and then you merge the documents.

You perform all of these steps by using the commands available on the Mailings tab of
the ribbon.

Home Thsert Page Layout References Mailings Rewiew Ry e
T _%‘I D 83 ':'au;:h‘ A = = j 2P Rules ~ o] W 4 1 bW :‘
= = =1 &%‘ R F=
& 92 Match Fields £7Find Recipient e
Ervelopes Labels | Stark Mail Seledt Edit Highlight Address Greeting Insert Merge Preview B Finish &
Merge = Recipients = Recipient List  Merge Fields Block  Line Field ) Update Labels | pesuts S Auto Check for Errors | pepge =
Create Start Mail Merge Write Bt Insert Fields Preview Results Finizh

See Also For information about selecting data sources, creating data sources, and in-
serting fields, see the “Preparing Source Documents” topic earlier in this section. For
information about previewing and completing mail merge operations, see section 7.2,
“Execute Mail Merge.”

» To set up a manual mail merge for letters
1. Open a new blank document.

2. On the Mailings tab, in the Start Mail Merge group, click the Start Mail Merge
button, and then click Letters.
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3. On the Mailings tab, in the Start Mail Merge group, click the Select Recipients
button, and click the type of data source you will use. Then select or create the
data source, and refine the recipient list as appropriate.

4. In the document, enter the static text that you want to appear in all letters.

5. Position the insertion point in a location where you want to insert variable infor-
mation from the data source, and then use the commands in the Write & Insert
Fields group on the Mailings tab to insert the fields you want.

» To set up a manual mail merge for email messages
1. Open a new blank document.

2. On the Mailings tab, in the Start Mail Merge group, click the Start Mail Merge
button, and then click E-mail Messages.

3. On the Mailings tab, in the Start Mail Merge group, click the Select Recipients
button, and click the type of data source you will use. Then select or create the
data source, and refine the recipient list as appropriate.

4. In the Word document, enter the content of the email message and merge fields
for any variable information from the data source that you want to include.

» To perform a manual mail merge for an envelope based on an address in a
document

1. Inthe document, select only the lines of the address. (Do not select any blank lines
above or below the address.)

2. On the Mailings tab, in the Create group, click the Envelopes button.
3. In the Envelopes and Labels dialog box, do the following if necessary:
o Edit the address in the Delivery address box.

o Enter a return address in the Return address box.

Tip You can have Word supply the return address. Display the Advanced page
of the Word Options dialog box. Toward the bottom of the page, under General,
enter the return address in the Mailing Address box, and click OK. The address
then appears by default as the return address in the Envelopes And Labels dialog
box. If you want to use envelopes with a preprinted return address, you must
select the Omit check box to avoid duplication.

o Click Options, select the envelope size, the feed method (horizontally or
vertically and face up or face down), and the font and font size of both the
address and the return address.
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4.

In the Envelopes and Labels dialog box, do one of the following:

o To print the envelope, insert an envelope in the printer according to the
selected feed method, and then click Print.

o To have Word insert the address in the format required for an envelope on
a separate page at the beginning of the current document, click Add to
Document.

» To set up a manual mail merge for multiple envelopes

1.
2.

3.

7.

Open a new blank document, and display paragraph marks.

On the Mailings tab, in the Start Mail Merge group, click the Start Mail Merge
button, and then click Envelopes.

In the Envelope Options dialog box, do the following, and then click OK:

o On the Envelope Options page, choose the envelope size and specify the
font and location for the delivery address and the return address.

o On the Printing Options page, verify that the selected printer is the one you
want to use, specify the way you will insert the envelopes into the printer, and
choose the feed location. (For envelopes, this is usually manual paper feed.)

On the Mailings tab, in the Start Mail Merge group, click the Select Recipients
button, and click the type of data source you will use. Then select or create the
data source, and refine the recipient list as appropriate.

In the document formatted by Word to match your selections, position the cursor
at the upper-left paragraph mark and then enter the return address as you want it
to appear on all envelopes.

Position the insertion point at the centered paragraph mark. On the Mailings tab,
in the Write & Insert Fields group, click the Address Block button.

In the Insert Address Block dialog box, specify the address elements you want to
include, and preview the results. Then click OK.

» To set up a manual mail merge for labels

1.

2.

Select labels of an appropriate size for your purpose. Note the brand name and
product number.

Open a new blank document, and display paragraph marks.



7 Performing Mail Merge Operations 151

3. On the Mailings tab, in the Start Mail Merge group, click the Select Recipients
button, and click the type of data source you will use. Then select or create the
data source, and refine the recipient list as appropriate.

4. On the Mailings tab, in the Start Mail Merge group, click the Start Mail Merge
button, and then click Labels.
5. In the Label Options dialog box, do the following, and then click OK:
o In the Printer information area, click the type of printer you intend to use. If

you choose Page printers, select the printer tray.

o In the Label information area, click the label brand in the Label vendors list,
and then click the product number in the Product number list.

Or

To set up the mail merge for custom labels, click New Label. In the Label
Details dialog box, enter a name, margin dimensions, page size, and the
number of labels across and down each sheet. Then click OK.

6. In the document formatted by Word to match your selections, position the cursor in
the first cell. On the Mailings tab, in the Write & Insert Fields group, click the Address
Block button.

7. In the Insert Address Block dialog box, specify the address elements you want to
include, and preview the results. Then click OK.

» To set up a manual mail merge for a catalog or directory
1. Open a new blank document, and display paragraph marks.

2. On the Mailings tab, in the Start Mail Merge group, click the Start Mail Merge
button, and then click Directory.

3. On the Mailings tab, in the Start Mail Merge group, click the Select Recipients
button, and click the type of data source you will use. Then select or create the
data source, and refine the recipient list as appropriate. (

4. In the Word document, enter the merge fields you want to include in the catalog
or directory, and then press Enter. Ensure that a blank paragraph mark ends the
main document. \
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Setting Up a Mail Merge by Using the Mail Merge Wizard

The Mail Merge wizard guides you through the process of merging a main document

and a data source.

tdail Merge -

Select document type

What type of document are you
wiorking on?

@ Letkers

() E-mail messages
) Envelopes

) Labels

() Directary

Letters

‘ou can personalize the letter

Send letters to a group of people.,

Mail hlerge hd

Select starting document

Haw da ywou wank ko set up yaur
letkers?

@ Use the current docurment
() Skart From a template

() Skart From existing docurment

Use the current document

Start from the document shown
here and use the Mail Merge
wizard bo add recipient

Mail Merge -
Select recipients
() Use an existing list
@ Select From Outlook contacts
() Type a new lisk

Select from Outlook contacts

Select names and addresses from
an Outlaok contacts falder,

that each person receives, information. 85 Choose Contacts Folder
Click Mexk ta conkinue,
e
Step 1 of 6 & Edit recipient list...
& Next: Starting document Step 2 of 6

% Mext: Select recipients Step 3 of 6

4 Previous: Select document type @ Mest: Wrike vour letter

4 Previous: Starting document

See Also For information about selecting data sources, creating data sources, and inserting
fields, see the “Preparing Source Documents” topic earlier in this section. For information
about previewing and completing mail merge operations, see section 7.2, “Execute Mail
Merge.”

» To set up mail merge for letters by using the Mail Merge wizard

1.
2.

Create a document containing the text of the letter.

On the Mailings tab, in the Start Mail Merge group, click the Start Mail Merge
button, and then click Step by Step Mail Merge Wizard.

In the Mail Merge task pane, with the Letters option selected, at the bottom of the
pane, click Next: Starting document.

With the Use the current document option selected, click Next: Select recipients.

With the Using an existing list option selected, click Browse. Then in the Select
Data Source dialog box, identify the data source, and click Open.
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6. If necessary, in the Select Table dialog box, click the table you want to use as your
data source, and then click OK.

7. In the Mail Merge Recipients dialog box, sort or filter the records as necessary,
and then click OK.

8. At the bottom of the Mail Merge task pane, click Next: Write your letter, and
then insert the required merge fields in the main document, either by clicking
items in the task pane or by clicking buttons in the Write & Insert Fields group
on the Mailings tab.

Tip Clicking Address Block or Greeting Line opens a dialog box in which you can
refine the fields’ settings, whereas clicking individual fields from the Insert Merge
Field list inserts them with their default settings.

» To set up mail merge for email messages by using the Mail Merge wizard
1. Create a document containing the text of the email message.

2. On the Mailings tab, in the Start Mail Merge group, click the Start Mail Merge
button, and then click Step by Step Mail Merge Wizard.

3. In the Mail Merge task pane, click E-mail messages, and then click Next: Starting
document.

4. With the Use the current document option selected, click Next: Select recipients.

5. Click Select from Outlook contacts, and then click Choose Contacts Folder. If the
Choose Profile dialog box opens, select the Outlook profile from which you want
to choose your recipients, and then click OK. Then in the Select Contacts dialog
box, identify the data source, and click OK.

6. In the Mail Merge Recipients dialog box, sort or filter the records as necessary,
and then click OK.

7. In the Mail Merge task pane, click Next: Write your e-mail message, and insert
the necessary merge fields.

8. Preview the merged email messages, and then click Next: Complete the merge.
9. Click Electronic Mail, and in the Merge to E-mail dialog box, do the following:
o Verify that Email_Address is selected in the To box.
o Enter a message subject in the Subject line box.
o Select the message format you want in the Mail format box.

10. Wwith the All option selected in the Send records area, click OK.
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>» To set up mail merge for envelopes by using the Mail Merge wizard

1.
2.

10.

11.

Open a new blank document, and display paragraph marks.

On the Mailings tab, in the Start Mail Merge group, click the Start Mail Merge
button, and then click Step by Step Mail Merge Wizard.

On the Select document type page of the Mail Merge task pane, click Envelopes,
and then click Next: Starting document.

With Change document layout selected on the Starting document page, click
Envelope options.

In the Envelope Options dialog box, do the following, and then click OK:

o On the Envelope Options page, choose the envelope size, and specify the
font and location for the delivery address and the return address.

o On the Printing Options page, verify that the default printer shown is the one
you want to use, specify the way you will insert the envelopes into the printer,
and choose the feed location. (For envelopes, this is usually manual feed.)

At the bottom of the Mail Merge task pane, click Next: Select recipients.

On the Select recipients page, click the type of data source you will use. Then
select or create the data source, and refine the recipient list as appropriate.

At the bottom of the Mail Merge task pane, click Next: Arrange your envelope.

In the document formatted by Word to match your selections, position the cursor at
the upper-left paragraph mark, and then enter the return address as you want it to
appear on all envelopes.

Position the cursor at the centered paragraph mark. On the Arrange your envelope
page of the Mail Merge task pane, click Address Block.

In the Insert Address Block dialog box, specify the address elements you want to
include, and preview the results. Then click OK.

> To set up mail merge for labels by using the Mail Merge wizard

1.
2.

3.

Open a new blank document.

On the Mailings tab, in the Start Mail Merge group, click the Start Mail Merge
button, and then click Step by Step Mail Merge Wizard.

On the Select document type page of the Mail Merge task pane, click Labels,
and then click Next: Starting document.



4.

5.

9.

10.
11.
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With Change document layout selected on the Starting document page, click
Label options.

In the Label Options dialog box, do the following, and then click OK:

o In the Printer information area, click the type of printer you intend to use. If
you choose Page printers, select the printer tray.

o In the Label information area, click the label brand in the Label vendors list,
and then click the product number in the Product number list.

Or

To set up the mail merge for custom labels, click New Label. In the Label
Details dialog box, enter a name, margin dimensions, page size, and the
number of labels across and down each sheet. Then click OK.

At the bottom of the Mail Merge task pane, click Next: Select recipients.

On the Select recipients page, click the type of data source you will use. Then
select or create the data source, and refine the recipient list as appropriate.

At the bottom of the Mail Merge task pane, click Next: Arrange your labels, and
then ensure that you can see the left edge of the main document.

With the cursor positioned in the first cell, click Address block on the Arrange
your labels page.

In the Insert Address Block dialog box, click OK to accept the default settings.
In the Mail Merge task pane, click Update all labels.

» To set up mail merge for a catalog or directory by using the Mail Merge wizard

1.
2.

Open a new blank document, and display paragraph marks.

On the Mailings tab, in the Start Mail Merge group, click the Start Mail Merge
button, and then click Step by Step Mail Merge Wizard.

In the Mail Merge task pane, click Directory, and then click Next: Starting document.

In the Mail Merge task pane, with the Directory option selected, at the bottom of
the pane, click Next: Starting document.

With the Use the current document option selected, click Next: Select recipients.

In the Mail Merge task pane, click the type of data source you will use. Then select
or create the data source, and refine the recipient list as appropriate.

At the bottom of the Mail Merge task pane, click Next: Arrange your directory,
and insert the necessary merge fields.
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Checking for Errors

You can validate that a main document and data source will merge successfully by using
the Auto Check feature. When running an automatic check, you can simulate or com-
plete the merge. You can display errors on screen as the merge occurs, or write errors to
a separate document.

Checking and Reporting Errors @

() Gimulate the merge and report errors in a
new docurment,

@ Complete the merge, pausing bo report
each error as it occurs,

() Complete the merge without pausing Invalid Merge Field IEI

Report errors in a new document,

This merge field is used in the main docurment, |First ‘
but it does not exist in the data source,

You can remove the invalid merge field From Remaove Field
the main document, —

QK l [ Zanc

Or, wou can replace it with a valid merge field  Fields in data source:

from the data source. Firstiame El
Sample data:
Charlie
[ (a]4 ] [ Cancel l

» To validate a mail merge operation before merging source documents

1.

2.

Prepare the main document and data source, and set up the mail merge for the
type of output you want.

On the Mailings tab, in the Preview Results group, click the Auto Check for Errors
button.

In the Checking and Reporting Errors dialog box, click Simulate the merge and
report errors in a new document. Then click OK.

For each error that the Auto Check feature reports, in the Invalid Merge Field
dialog box, click Remove Field or choose the matching field from the Fields in
data source list.

» To validate a mail merge operation while merging source documents

1.

2.

Prepare the main document and data source, and set up the mail merge for the
type of output you want.

On the Mailings tab, in the Preview Results group, click the Auto Check for Errors
button.
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3. In the Checking and Reporting Errors dialog box, do one of the following, and
then click OK:

o Click Complete the merge, pausing to report each error as it occurs, and
then click OK.

157

o Click Complete the merge without pausing. Report errors in a new document,

and then click OK.

4. For each error that the Auto Check feature reports, in the Invalid Merge Field
dialog box, click Remove Field or choose the matching field from the Fields in
data source list.

Practice Tasks

The practice files for these tasks are located in the Word\Objective7 practice file
folder. Save the results of the tasks in the same folder for reuse in section 7.2.

Set up a form letter using the AnniversarylLetter document as the main
document and the CustomerList workbook as the data source.

At the top of the main document, insert merge fields for a standard address
and an informal greeting line. At the beginning of the third paragraph,
insert a merge field for the recipient’s first name, type a comma followed
by a space, and change For to for.

Before merging the source documents, edit the data source from within
Word to include the following contact:

Heidi Steen
678 Pine Street
Agriculture, WA 10003

Before merging the source documents, sort the recipient list in ascending
order by postal code.

Without merging the source documents, save the main document as
AnniversaryFormLetter. Check the document for errors, and then retain
it for use in the section 7.2 practice tasks.

Create a sheet of labels for all the records in the CustomerList workbook other
than the two recipients whose addresses are not in the state of Washington
(WA). Save the label document as MyMergedLabels, and then close it.
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7.2 Execute Mail Merge

Previewing the Results of a Mail Merge Operation

After you specify the data source you want to use and enter merge fields in the main
document, you can preview the merged documents before performing the actual merge.
You can exclude recipients during this preview.

CWide woorld Shiporters

3456 ELM STREET, SaN FrRaNcisco, CA 10012

Charlie Keen
991 S, Mississippi Rd.
3t Louis, MO 89203

Dear Charlie Keen,
| want to take amoment to thank you for your continued support of Wide World Importers.

Because loyal customers like vou come back year after year, we are still growing steadily and
the future looks brighter than ever,

» To preview the results of a mail merge operation

1.
2.

3.

On the Mailings tab, in the Preview Results group, click the Preview Results button.

In the Write & Insert Fields group, click the Highlight Merge Fields button. Verify
that the highlighted merge fields are correctly specified and placed.

In the Preview Results group, click the Next Record button or Previous Record
button to display each merged document that will be generated. Click the First
Record button or Last Record button to display the first or last merged document
that will be generated.

To preview the mail merge results for a specific record, click the Find Recipient
button in the Preview Results group. In the Find Entry dialog box, enter a name
or other record detail in the Find box, and then click Find Next.

Or
Display the Preview your e-mail messages page of the Mail Merge task pane.

In the Mail Merge task pane, click the Next Record button or Previous Record
button to display each merged document that will be generated.

To preview the mail merge results for a specific record, click Find a recipient. In
the Find Entry dialog box, enter a name or other record detail in the Find box,
and then click Find Next.
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» To exclude a displayed recipient from a mail merge operation

= On the Preview your e-mail messages page of the Mail Merge task pane, under
Make changes, click Exclude this recipient.

Completing the Mail Merge Operation

When you are ready, you can either send the merged documents directly to the printer or
you can merge them one after the other into a new document, separated by page breaks.
If you merge to a new document, you have another chance to review and, if necessary, edit
the merged documents before sending them to the printer.

» To execute a manual mail merge operation to a new document

1. On the Mailings tab, in the Finish group, click the Finish & Merge button, and then
click Edit Individual Documents.

2. In the Merge to New Document dialog box, specify the records that you want to
include in the merge document, and then click OK.

» To execute a mail merge operation to a new document from the Mail Merge
wizard

1. In the Mail Merge task pane, display the Complete the merge page.
2. In the Mail Merge task pane, click Edit individual letters.

Tip The Edit link reflects the type of mail merge document you're working with.

3. In the Merge to New Document dialog box, click All, and then click OK.

» To execute a manual mail merge operation to an email message

1. On the Mailings tab, in the Finish group, click the Finish & Merge button, and then
click Send E-mail Messages.

2. In the Merge to E-mail dialog box, do the following, and then click OK:

o In the Message options area, ensure that the correct field appears in the To list,
enter the message subject in the Subject line box, and choose the message
format you want from the Mail format list.

o In the Send records area, indicate the records to which you want to send the
email message.

o
<
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» To execute a mail merge operation to an email message from the Mail Merge
wizard

1. In the Mail Merge task pane, display the Complete the merge page.
2. In the Merge section of the Mail Merge task pane, click Electronic mail.

3. In the Merge to E-mail dialog box, enter the subject of the email message in the
Subject line box, and then click OK.

>» To execute a mail merge operation to a printer from the Mail Merge wizard
1. In the Mail Merge task pane, display the Complete the merge page.
2. In the Mail Merge task pane, click Print.

3. In the Merge to Printer dialog box, specify the range of records you want to merge
to the printer, and then click OK.

4. In the Print dialog box, select the printer you want to use, and then click OK.

Practice Tasks

The practice files for these tasks are located in the Word\Objective7 practice file
folder. You will need to complete the practice tasks in section 7.1 before performing
the tasks in this section.

e Preview the results of the mail merge operation that will be executed by
merging the AnniversaryFormLetter document you created in the tasks for
section 7.1 with the CustomerList workbook.

e Exclude the recipient Garth Fort from the mail merge operation.

e Merge the source files to a new document that contains all the letters.
Save the document as MyMergedLetters, and close it.

Objective Review

Before finishing this chapter, ensure that you have mastered the following skills:

7.1 Set Up Mail Merge
7.2 Execute Mail Merge
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