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Chapter

12

Using Tab Stops

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

L] Represents a Left Justified Tab
[+] Represents a Centre Justified Tab
[a] Represents a Right Justified Tab
Represents a Decimal Tab

Using Tab Stops to Enter a Discount Table

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

A Setting Left Justified Tab Stops

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

BHS O 0= Documentl - Word 7T @ - O %
HOME ~ INSERT  DESIGN | PAGELAYOUT | REFERENCES ~ MAILINGS  REVEW  VIEW Signin
E Pl IE =) Breaks ~ Spacing L. [Z Align~
- D Line Numbers = | 3= Left: 2|12 Before: |0 pt s Oy Groun
Margins Orientation  Size Columns _
i 5 S - b Hyphenation~ | =Right: |0 cm

.| 2 Open the PAGE LAYOUT tab of the
~.| RIBBON and set the SPACING AFTER
box to 0 so that no space is inserted
after a paragraph.

Page Setup n Faragra)

fa
| ng-mn‘.-zw‘}-\‘a‘u-s‘u‘;‘..

3 Click Left Justified Tab Stops at
E 5 0&@0D- E———— about 4.0, 7.0 and 10.0 cm in the

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
Ruler.

E ﬁ IE = Breaks ~ Indent Spacing
D) Line Numbers - =]

=left 0cm o }=Before: 0pt

Margins Orientation  Size Columns ~_ - i
& i = . b¥ Hyphenstion~ | SERight 0em % 1S After 0p

Page Setup [F] Paragraph

- o d ane
I} Arrange
' L.E-\‘1‘.‘1-\‘1-\‘1_‘.-5‘\‘e‘.-;_‘.‘e-\‘9‘\-11‘.-11-\‘12‘.-1:‘\‘14-\‘15‘\- ST s
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NOTE: If the Ruler is not displayed under the RIBBON, click on the RULER
check box in the VIEW tab of the RIBBON.

4 Press the <tab> key once and enter:
ITEM

EHS O [ Documentl - Word
HOME  INSERT  DESIGN  PAGELAYOUT | REFERENCES  MAIINGS — REVIEW  VIEW

E ﬁ IE " Breaks ~ Indent Spacing
e iy

Numbers- | 3= Left [0 cm

1)

e}

ore: |0 pt
Margins Orientation  Size G
- - Rotate

5 Press the <tab> key again and enter:
PRICE

. b Hyphenation= | S€Right Dem - |¥Z After [0pt

Page Setup [F] Paragraph

ITEM PRICE DISCOUNT

\ 6 Press the <tab> key again, enter:
DISCOUNT

and press <enter>.

B Removing Tab Stops

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

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

BHS O O = Documentl - Word
HOME  INSERT  DESIGN  PAGELAYOUT | REFERENCES  MAIINGS  REVIEW  VIEW

@ ﬁ IE " Breaks - Indent ASp__aclr\g

: f[LineNumbers~ | 3=Left (0em - |3 Before: [0 pt
Margins Orientation  Size  Columns

¥ Hyphenation~ | SERight 0cm - 4= After

Page Setup 5 Paragraph

5 Artange
|‘1‘|-l‘|‘g-\‘l‘l-l-\‘}-\‘ TS RN TS AN TRN TN DN O - TNy R N e,

ITEM PRICE DISCOUNT

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

NOTE: If your headings have been affected the cursor was in the first line or
you didn’t press <enter> after the DISCOUNT heading.
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C Setting a Right Justified Tab Stop

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

R — 1 With the cursor in the second line,

HOME ~ INSERT  DESIGN  PAGELAYOUT | REFERENCES — MAILINGS  REVIEW  VIEW Cllck tWICG on theTAB TYPE bOX at

r‘%@ "= Breaks ~ Indent Sp:atlng : .
E = . et | iee f1en i S e, the left of the Ruler to set it to

nation~ | SE Bk 7= After: [0 pt = Text - Forward

J(_,_w—— — ... ... aRIGHTJUSTIFIED TAB STOP.
L

1 Right Tab,

ITEM PRICE DISCOU

| 2 Click aTAB STOP at 5.0 cm in the

D Setting Decimal Tab Stops

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

‘ 1 Click once more on the TABTYPE
box to set it to a DECIMAL TAB STOP.

EHS O [ Document 1 - Word
HOME ~ INSERT  DESIGN  PAGELAYOUT | REFERENCES  MAILINGS  REVIEW  VIEW

E P‘w . ¥ Breaks - Indent Spacing
DL eNumbers~ | 3= Left. |0 eI |0 pt
Margins Orientation  Size Colurni -z =] Posit Wrap  Bring
S 5 5 iy ERight: 0cm 7 3= After 0 pt 3 Text ~ Forward ~ Baclward

Paragraph ™ Arrange

DISCOUNT

2 Click DECIMAL TAB STOPS at 7.5 cm
and 11.0 cm.
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E Completing the Table

1 Press the <tab> key once and enter:

EHS O W s Documentl. - Word
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
L N (N = Breaks ~ ndent acin
M@ns Ori[%im IE cc.n, EDfme:umbem I-E;e&: 0cm :SI% B;Dre: 0pt e Spade
T e The text should move to the left as
2 [r 10 ca 1 2 3 4 'j‘l LT 8 .
- : : you enter it.
:_ ITEM PRICE DISCOUNT
2 Spadel
2 Press the <tab> key again to move
R —— the cursor to the first DECIMAL TAB
h HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW STOP and enter:
@ % IE :H B.reaks' Irjienl : S::(mg :
Mergis Orenttion S Columns b%D :::i:':t:i' ;::m zi: . E iza zzt | Postion s $1 3.65
2 e R TR The decimal point should stay level
: with the DECIMAL TAB STOP.
: ITEM PRICE DISCOUNT
- Spade $13.65)
3 Press the <tab> key again to move
the cursor to the second DECIMAL
Tges o W - Documentl - Word TAB STOP, en‘ter:
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
I = I e L. $2.50
Mavvgms Onenfatlun size CUI\J'mns TI—— — = | Position T;;p FE‘EH?I.:!‘
Page Setup g Paragraph iE] and press <enter>-
x iz T 2 B R 5 (RN 1 3 $10-
; ITEM PRICE DISCOUNT
;l Spade $13.65 $2.50
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Chapter

13

Using the Table Tools

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

simple roster to illustrate the use of the table tools.

Entering the Heading

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

2 Enter the heading:
MAKE BELIEVE HIGH SCHOOL

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

E| H -0 B = Document3 - Word
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

ey M Cut - A

0 g Calibri (Body) - |14 2l T || mabcepe| maBbCeDe
53 Copy

5 AN . ——— v e TMormal | TNo Spac...

| 3 Highlight the heading and set it to
14 pt and BOLD.

¥ Format Painter

Clipboard [F]

MAKE BELIEVE HIGH SCHOOL

Inserting the Table

EI H -0 O = Document3 - Word
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

o Cut . Be | 1= 1= _i— == A
D Calibri (Body) ~|11 ~|A A Aa- EoEe R |22 W | G AaBbCcDc AaBbCcDc
of
Paste e A === 1=. .
= ¥ Format Painter B I U -ake X, X Y- oA ==== = &y - TMNormal | TMNe Spac..
Clipboard [F] Font [F] Paragraph 7]
4 |-1w-1-|‘§-|-1-|‘2-|-}‘|-4-|-5-|-6‘ a

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

™
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B E S O O = Document3 - Word 2 = o
E — pagHEOvME D[NSERT - 0‘ I 4 REFERENCES MAILINGS REVIEW tJ'[E\“.‘ » 2 Open the INSERT tab of the Rl BBON
T S e | and click on the TABLE icon.

[ Blank Page
Office~ | Video

= Page Break
Pages 2x3 Table itions Apps Media Links. Comment its He:

(0 ] -|‘g-l‘1‘\-1‘\-}‘\‘4‘\‘S‘\‘é‘l"‘\-E‘\-S‘\-iﬂ‘\-ll-l‘l
o

] R e masE s

~

3 Move the pointer across 2 columns
in the grid and down 3 rows to
highlight a 2 x 3 table (a‘live

: . preview’is provided) then click the

mouse button.

MAKE BELIEVE HIGH S

A FR Insert Table
B Draw Table

EHS O m & Document3 - Word TABLE TOOLS 2 B - O %
HOME  INSERT  DESIGN  PAGELAVOUT  REFERENCES ~ MAIINGS  REVIEW  VIEW | DESIGN | LAVOUT Signin

& | —

| Header Row v/ First Column

Total Row Last Column - % pt
~ Ngding | Border =
/| Banded Rows [_] Banded Column: b Sb ~c
Table Style Options Table Styles

4 A2x3tableisinserted at the cursor
position and the TABLE TOOLS tab is
added to the RIBBON.

Changing Column Widths

The widths of columns can be adjusted.

T o | 1 Move the pointer over the border

h —— i "l at the centre of the table until

Scedii il = == : & it changes to a cross hair with
e horizontal arrows.

MAKE BELIEVE HIGH SCHOOL

#
|
[
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B HS- O W = Document - Word TABLE TOOLS ? B - O x|
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW | DESIGN
e T —— 2 Drag the border to the left so that
Total Row Last Column EEEES
Errs Eor e s || EEeae COLUMN A IS 4 cm W|de.

Table Style Options

a ‘|-2‘|-L-\§§-\-1‘|-2‘\‘3‘|-C’-\‘ P S TN S S

MAKE BELIEVE HIGH

o~ | ]
; —~ 3 COLUMN B is now much wider.

Merging Cells

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

B HS O W = Dacument - Word TABLE TOOLS 7 B - B X
HOME ~ INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAIINGS  REVIEW ~ VIEW  DESISM | LAYOUT Signin
| Header Row ¥ First Column {% 3
3 ¥
Total Row Last Column - 3 pt bl -
i Shading | Border —_ B Border
/| Banded Rows [ ] Banded Columns Styles - kiw Pen Color~ Prnies
Table Style Options Table Styles

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

BHS O W = Document3 - Word TABLE TOOLS 7 @ - 0O %
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAIUNGS ~ REVIEW  VIEW  DESIGN | LAYOUT Signin

I Select~ D/ D ’_—‘7_( m m (E| E Ezl:vtg::llil = BEE Az E %l [EF) Repeat Header Rows
Aure?

[E View Gridlines % Convert to Text

=
- Draw Eraser Delete Insert Insert Insent Inset Tea  Cell | Sort
[ Properties Table - Above Below Left Right o SplitTable irection Jx Formuia

Table Draw Rows & Columns ™ Merge Data ~
4 AR 12 Merge(eHs

| Merge the selected cells into one
cell

MAKE BELIEVE HiGH scroot 2 Open the TABLE TOOLS - LAYOUT
tab in the RIBBON and click on the

: MERGE CELLS icon to combine the
two cells into one.
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@ E -0 D = Document3 - Word TABLE TOOLS
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DESIGN LAYOUT

. N 4 e Gl m - 3
Is select EI/ D K = = bEigeeel §D Height: (048 em BT Distribute Rows BEE A—i" @
[EH view Gridlines % ¥ E Split Cells : BEEE

Draw Eraser = Delete Insert Insert Insett Insert AutoFit 5“.”“,_“ Text Cell

m | T Distribute Columns | — — —
FEP’DF'E'T'EE Table - Above Below Left  Right o Split Table e - e s

Table Draw Rows & Columns [F] Merge

; — | Click in the top cell and enter:

Yard Duty Roster, 15 October 2014

o Yard Duty Roster, 15 October 2014

El H -0 0 = Document3 - Word TABLETOOLS
HOME INSERT DESIGM PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW DESIGM LAYOUT

Iy select- D" D F‘x m m El E LR E:I]Helght: 048cm | B Distribute Rows ZZS AE:” @

[ View Gridlines [ Split Cells

Draw Eraser | Delete Insert Insert Insert Insert AutoFit S ys PR == Text Cell
4 [ g Width: (158 cm 7| [ Distribute Columns
[ Properties Table ~  Above Below Left Right | o SplitTable e R El = = pirection Margins
Table Draw Rows & Columns [F] Merge

4 Highlight the text and setitto 11 pt,
BOLD and CENTRE to centre the text
across the two columns.

a -|-2‘|-L-|§§-|-1-|-2.\.}...4...5...5.‘.."

MAKE BELIEVE HIGH

o /  Yard Duty Roster, 15 Octoher 2014

B |
= W A::'i:'m‘ B‘(' u}
m C = P - A &9 - E5D - o Insert Delete

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

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

Loading the Prepared Document

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

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

2 Access the WORD 2013 SUPPORT FILES folder, open the CHAPTER 14 folder and load
the file:
Client Letter

as a READ-ONLY document, pressing the ESC key to exit from READ MODE.

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

1 Scroll through the letter and read it to become familiar with it.

I 4] O = Client Letter [Read-Only] - Word
HOME | INSERT  DESIGN  PAGELAVOUT  REFERENCES  MAIINGS  REVIEW  VIEW

Y C a5 PR T T g
o i TimesNewRo+[12 +| A" A Aa- f0 IS .iS.S. e=eE A9
Cop

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

=
Pavzts B I U-scx,x A--A.-=E=== =- H.0H.

~ Format Painter

Clipboard [F} Font [Fl Pal
G

(All prices include GST)

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

[« =] &} 0 -
HOME INSERT GESIGQ PAGE LAYOUT REFEREMCES 5
A B Hyperlink
4 ) = | &b Hyperlin
O L3 . B L3

= z = | |* Bookmark
mres Onlinc Shapes SmartArt Chart Screenshot | Apps for | Online Comment Text

{EVIEW VIEW

B Cover Page~
D Blank Page

D Footer~ A WordArt - 5@ Date & Time

Table
= Page Break = s o = Office~ | Video | i Cross-reference [l PageMumber= | poyx. = Drop Cap- [ Object ~
Pages Ax5 Table itions Apps | Media Links Comments  Header & Footer Text
—DDDDDE‘.‘L.‘2‘|‘1-|-4-\-5-\‘ew"w‘e‘\‘s-u-1-:-.-11-.-12-\-13-\-14‘|‘1§‘|‘1e-|-0-|-1s-|-
COOOOC | Dear Valued Client
[} With the end of the year fast approaching, we are pleased to announce that we are setting aside

DDDE December as a discount month. There will be huge price reductions available on our entire product
OOagd with special deals for bulk purchases. We can g’ - -

L R el ™ ™ ™1 4 Drag across so that 4 columns are

B Do Table highlighted then drag down so that
By EucelSpendebes 5 rows are highlighted.

E Quick Tables v

(RS IR URRE RIRE R

L4 1300 12

(All prices include GST)

B H® O W s Client Letter [Read-Only] - Word TABLE TOOLS
HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOUT
| Header Row || First Column el EEEEEl: Rl o s e pes e e )’% - 4
EEE=E | FEEEE EEEEE ===—== &S=o== ISoooi= <—[==== S ¥
Total Row Last Colurnn == | EeEEee EemEs =l M B lpt— -~ el
el BT e === relainie s imieerme Dloieire = Shading = Border = Borders Border

| Banded Rows Banded Columns - Styles ~ L& Pen Color - -+ Painter

Table Style Options Table Styles Borders [F]
4 1‘|‘1‘|a§‘|‘1‘|‘z‘u‘z-\-g-\-s-\-e- RN+ 'K ENRE DN REr T UF RIS SN INE ORI LA O
N
h Dear Valued Client Wh I_ k h b
= 5 en you click the mouse button a
- With the end of the vear fast approaching, wy y
- December as a discount month. Therg g be hug H
g g oy 4 x 5 table should be inserted.
a advantage of the dis: now and pay later. I'm
2 Some of the s on offer are:
2 [#]
5
] (All prices include GST)

NOTE: COLUMNS are usually referred to by a letter, A, B, C, etc. ROWS are
referred to as numbers, 1, 2, 3, etc. The rectangles in the TABLE are
called CELLS and they are labelled with the COLUMN then ROW labels.
For example, the first cell is A1, the cell directly below it is A2, the cell
directly to the right of it is B1.
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Client Letter [Read-Only] - Word

B H® O [N
HOME  INSERT

| Header Row ¥/ First Column

DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

== | [F===e [E===
EEEEE | (=222 [2===s
Total Row Last Column e
O0TT | EEEED EaoDT] Z==== D e
| Banded Rows Banded Celumns
Table Style Options
4 20001

Dear Valued Client

5 advantage of the discounts now and pay later. I'm
Some of the specials on offer are:

[ ~—

-\lgm‘1‘|‘z‘u‘3‘\‘§‘|‘s‘u‘s‘u-.'--u-aiu‘ 110 1Ly 12130 dd. g 15 16

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

6 Notice that the Ruler now has four
separate sections, one for each
column, each separated by COLUMN

MARKERS.

DESIGN

LAYOUT

Borders Border
- Painter

7 At the moment the cursorisin
COLUMN A (first column) so its indents
are displayed.

(All prices include GST)

NOTE: You can use the Ruler to adjust the indents for any column, add TABS
or alter the width of the column.

Adjusting the Column Widths

The first column will contain equipment names and, as such, it will need to be wider

than the other columns.

EH® O O -
HOME  INSERT

¥| Header Row ¥ First Column

Client Letter [Read-Only] - Word

DESIGN PAGE LAYOUT REFERENCES

MAILINGS

REVIEW

Total Row Last Column

| Banded Rows Banded Columns

Table Style Options

Dear Valued Chient

With the end of the vear fast
= December as a discount montk
range with special deals for b
= advantage of the discounts now
Some of the specials on offer

1 Move the pointer over the gridline
between COLUMNS A and B until
it changes to parallel lines with
horizontal arrows and drag the gridline
to the right so that COLUMN A is 5.0
cm wide.

X

AN

(All prices incl

2 The width of the COLUMN B will be
reduced.
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B H® O W & Client Letter [Read-Only] - Word TABLE TOOLS
HOME INSERT DESIGH PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGM LAYOUT
%kkct' D" D B‘( D—I ’I‘ (El E) EMHBECE”: £ Height: (048 em | B Distribute Riys ZSS A:;:: E %J
View Gridlines 5 Split Cells o
Table Draw Rows & Columns [F] Merge Cell Size Alignment
4 2N 1203 4. B 6070 8.0 B 10 Dictribute CAmns 17,0 180
r{- Distribute the wigh of e selected
A Dear Valued Client: columns equally
°;° With the end of the year fast approaching, we are pleased to announce that we arf\seNng aside
o December as a discount month. There will be huge price reductions available on our eNgirqproduct
i range with special deals for bulk purchases. We can also arrange finance for those wish! take
= advantage of the discounts now and pav later. I'm sure you will find our terms very co e.
] Some of the specials on offer are:
: "
z 3 Highlight COLUMNS B, Cand D and
:L (All prices inclu CIiCk on the DISTR'BUTE COLUMNS
icon in the TABLE TOOLS - LAYOUT
tab.

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

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

Entering Data into the Table

We are now ready to enter data into the table.

A The Headings

m H ©%- O o = Client Letter [Read-Only] - Word TABLE TOOLS ‘
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW — — -

[t select - e o Merge Cells H H

B | 2 || B G BE BB | S these o4 1 Clickin cell A1 and enter:

et Draw Eraser | Delete Insert Insert Insert Insert | P! o AutoFit  =ypea
ER Properties Table - Above Below Left Right ro oplitTable X .
Table Draw Rows & Columns [F] Merge Equlpment

4 1-\-1-&%-|-1-|-1-.-3-\-4-\-35\-5-“7

% Dear Valued Client:

2 With the end of the ye st approaching, we are pleased to announce that we are sefting aside

- December as a discoymonth. There will be huge price reductions available on our entire product

2 range with specigj#eals for bulk purchases. We can also arrange finance for those wishing to take

= advantage of discounts now and pav later. I'm syp—* " .

] Some of g 'specials on offer are:

2 e 2 Press the <tab> key to move the

| Equipment Bran

- cursor to cell B1 and enter:

Brand
i (Al prices includ

14-4
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Chapter

15

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

columns and the rest of the page in one column.

Sections Within Pages

Loading a Sample File

1 Load Microsoft Word and click on OPEN OTHER DOCUMENTS or close the current

file, click on the FILE tab and select OPEN.

2 Access the CHAPTER 15 folder of the WORD 2013 SUPPORT FILES and open the file:

Sections

as a READ ONLY file, pressing ESC to exit from READ MODE.

B Creating the First Section

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

[~ =] o = Sections [Read-Only] - Word 7 @m - 0 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Sign
o Cu e T o -
[ ;: TimesNewRo ~[12 -| A A7 Aa- fe iZ-iZ-fne =9 AL T umen: AaBbC  assbeede asmveedd assocee AAD ::;:EEE
Cop -] %R
Pﬂflﬁ & FormatPainter | B 1 U vk X X A~ w.A- = - Dy Emphasis  Headingl = T Mormal Strong Subtitle Title |3 I Select -
Clipboard [ Font n m Styles 5 Editing ~
r [FET o Kk RS EX R TRK EXRE THRE SWEY PR THRT TR TSNS TR TR s Ty =
g |
1 Position the cursor at the beginning
THE LAND of the first paragraph.

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

© Guided Computer Tutorials 2013
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EH 0o = Sections [Read-Only] - Word =
HOME  INSERT  DESIGN  PAGE LAYOUT ERENCES  MAIINGS — REVIEW  VIEW Signin
@ F‘W [E ¥ Breaks ~ Indent Spacing [l [2Algn~
0 Page Brea 0pt = Uk Group
Margins Orientation  Size Columns — | Position Wrap Bring  Send  Selection
- ~ pt - Ted~ Forward - Backward = Pane Rotate

T T Page
Page Setup ’m Mark the paint at whic|

and the next page begins.

& Arrge

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

=

Column |
2 Indicate that the text following the column

break will begin in the next column.

Text Wrapping
Separate text around objects on web

pages, such as caption text from body ted.

- Section Breaks .

i — SECTION BREAKS section.
~ L4 Insert a section break and start the new

m section on the next page.

popular honeymoon destination for couples loo]
Fferent cultures, excellent shopping and high class restaurants. It can

Continuous
Insert asection break and start the new  =xtremes, modern, high tech. cities to remote hideaways, unspoiled
section on the same page. ke

g Tof Deautt)

> Even Page

= Tnsert a section break and start the new of the great cities of the world. Busy, vibrant and exciting. vet.
section on the next even-numbered page. 'n people inhabit the city. it has one of the lowest crime rates in the

B HS-O = Sections [Read-Only] - Word 7 @B - 0O %
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW Sign in
o Cut i Find -
0 4a85CecD: AaBb(  AsBbCeDe asBbeedd assbeer AAD ® peot
Cop -| | 25 Replace
e et S——= Emphasis  Headingl | TNormal | Stong  Subtitle Title 7] | b select~
Clipboard 5 Font Paragraph -\

RS- RN SR AR PR

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

ection Break (Continuous ).
[fapan-is: becoming-a- very- popular- honeymoon- destination- for- couptes 160
scenery, friendly people, different cultures, excellent shopping and high class restaurants. Tt-can
by idered-a-country-of-extremes, modern, high-tech. citiesto Temote -hideaways, poiled
beaches-and-ancient-landmarks. ]
.

S TO1 - Deaut

Tokyo, the-capital- is- one- of - the- great- cities- of- the- world - Busy,- vibrant- and- exciting_- vet.
although-over fifteen-million people-inhabit-the-city. -it-has-one-of the lowest-crime rates-in-the

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

NOTE: In effect you have split the page up into two distinct parts. The
CONTINUOUS SECTION BREAK command is used to create sections
within a page.
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C Turning on Text Boundaries

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

Sections [Read-Only] - Word 7 - 0 %

Info I n]co

New

Sections
Open Desktop » Word 2013 Support Files » Chapter 15

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

2 P Read-Only Document
] This document has been opened in read-only mode, Changes cannot be mg

Save As original document, To save changes, create a new copy of the docurg

Save As

Print.

Share Title @
Protect Document Tags Add a tag
Ex ot Control what types of chgge®®people can make to this document. Comments Add comments
Protect
Document =
Close Related Dates
Last Modified Today, 4:52 PM
Created Today, 4:52 PM
Freer Inspect Document ,
Before publishing this file, be aware that it centains: Last Printed
CI'“EC“'W Docurnent properties and author's name
ssues Footers Related People
Content that people with disabilities find difficult to read Author

Word Options >

General [] Do not compress images in file &

Display Set default target outputto: |220 ppi[ |

Proofing Chart i) Sections [=]

Save 2
[T Properties follow chart data point (-

2 Open the ADVANCED cat
Show document content en e Ca e Or I

Advanced

- - in Print Layout vien

[T] Show text wrapped within the document window

scroll to the SHOW DOCUMENT
CONTENT section, turn on SHOW
TEXT BOUNDARIES and select OK.

Customize Ribbon

O ecesTocibar [ Show picture placehalders

Add-Ins Show drawings and text boxes on screen

Trust Center [7] Show boakmarks
Show text boundaries
[7] Show crop marks

B HS®-0 m s Sections [Read-Only] - Word 7 E - 0O X
HOME ~ INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAIINGS  REVIEW  VIEW Signin
T3 Cut o » S % Find -
| TimesNewRo -[12 | A" A" Aa- <5 2 | sasscenc AaBbC | AsBbCeDe| asBhCeDd assbeer AAD T
Cop -| | 23 Replace
Paste > o A - ar . = L sis =
S e Formatpainter | B L U T 0 A-¥- A = & Emphasis  Hesdingl | TMormal | Stong  Subtitle e 5] | By setect-
Clipboard 5 Font P Paragraph i (
" \‘2-\‘l‘|-§‘|‘1-\‘1‘\-}-\‘4-\‘5‘|-€‘\‘.’-\‘e‘l‘S-\‘l:‘\-ll‘ 3 TheSECTION BREAKand

PARAGRAPH BREAKS are displayed.

P 4
THWF JAE RISING SUN

apan is becoming a very popular honeymoon destination for couples locking for beautiful
scenery, friendly people, different cultures, excellent sk g and high class r . It can
be constdered a country of extremes, modern, high tech. cities to remote hideaways, unspoiled
beaches and ancient landmarks

Tokyo, the capital is one of the great cities of the world. Busy, vibrant and exciting. vet.
Ithough over fifteen million people inhabit the city, it has one of the lowest crime rates in the
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D Completing the Banner

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

I = 0O = Sections [Read-Only] - Word
HOME | INSERT GN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW

B CoverPage~ El E Dﬁ > | . .’ ma B, Hyperlink \J
= B + &
omm

[ Blank Page |* Bookmark

Table | Pictures Online Shapes SmartArt Cha chot | Apps for | Online ent
' Page Break 5 Pictures S B cer | Video | [31Cross-reference
e s ~g el | ] Qpen the INSERT tab, click on
: R the SHAPES icon and select

E e the RECTANGLE tool from the

. ectangles e
i RECTANGLES section.
: st oo o000 oAND OF THE RIS

©GoJOF LZGOER

BHS =0 - pE————— 2 Drag arectangle around the

Bt = (2[00 P i b, @ 38 [ D heading between its paragraph

[ Blank Page = | |* Bookmark

o Table | Pictures Online Shapes SmartArt Chart Screenshot Appsfor  Online Comment brea kS

"= Page Break z Pictures  ~ p Office  Video | 3] Cross-reference [ p) .
Pages Tables Tilustrations Apps Media Links Commen its

" |‘lw-lw‘gw‘lw‘lw‘]‘l‘4‘|‘§w‘éw"‘\-E‘\‘Sw‘lﬂw‘llw‘ P IR TIEIEY, ]

—

- THE LAND OF THE RISING SUN /

apan is becoming a very popular honeymoon destination for couples looking for beautifu

3 In the DRAWING TOOLS - FORMAT
tab set the SHAPE FILL to DARK

BLUE and the SHAPE OUTLINE to NO

OUTLINE.

DRAWING TOOLS

BHS O 0= Sections [Read-Only] - Word
HOME  INSERT  DESISN  PAGELAVOUT  REFERENCE

VIEW FORMAT

E - = Shape Fill = Text Direction T Iy B Bring Forward - [F Align~ | & =
B [ad] 9 9 HIT
. - = ol i
Al Lo d o[- B Abe Abc ~| [# Shape Outline™ A Align Text ~ [ Send Backward = & Group
p ] Alig ; . !
= = = osition Wrap = B
(IRTAN PR - | =] Q@ Shape ffects - B~ | @ CreateLink ~ Text-|Wy SendBackward TN ep[1385em o
Insert Shapes Shape Styles [} Wordsrt Styles Text % Sendto Back s noa

5 [ R XRE ENRE THRE THRE SHRY THWE SR THRE THNS TN O TR IR = ey
~ he

| 4 Click on the arrow next to the SEND

| SRS BACKWARD icon and select SEND

BEHIND TEXT so that the text is
visible through the rectangle.

Japan is becoming a very popular honeymoon destination for coupls

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

STYLES are a collection of formatting information about text. They are stored in the
STYLES group of the HOME tab and in the STYLES TASK PANE. STYLES can be applied to
text at any time, you can use PRESET STYLES built into Microsoft Word or you can create

your own. The default Word style is NORMAL.

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

Loading a Sample File

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

2  Access the CHAPTER 16 folder within the WORD 2013 SUPPORT FILES folder.

3 Select the GOLF RULES file and open it as a READ ONLY file, pressing ESC to exit from
READ MODE.

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

Using Preset Styles

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

1 Highlight the heading MANICURE
GOLF CLUB.

I H 4] 0= Golf Rules [Read-Only] - Ward
HOME = INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW

By X Cut
E® Copy

Paste i
¥ Format Painter

i Find -

_p .
TimesNewRo - |10 <| A & Aa 8 Y samcene AaBLC asmvcen aamscane aasocee AAB 0
2. Replace

A =
- 2 A . FlEsE=s=s = - 5 sis 1
BIU-aax,x A-¥-A-IE====- b Emphasis | Headingl _ TNermal |  Strong Subtitle Title Neben

AdaBbCcDc  AMBBCCD] Editing -~

W, AaBbCcDe

! AaBbCcD¢ daBl 1
Heading 1
' ¥ 1 No Spac... SubtleEmi.. IntenseE...

Clipboard ] Font

Intense Q... Subtle Ref..

" AABECCD 4aBbCecD:e  AaBbCeDé
Intense R... BockTitle TList Para...

%] 2 Click on the MORE icon in the

S STYLES group of the HOME tab, try
1 bl ing e s by foce ot of b Penay: some of the PRESET STYLES then
select one to format the heading,

such as HEADING 1.
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Creating Your Own Styles

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

A Setting the Formats

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

B HS- O 0O = Golf Rules [Read-Only] - Word 7 B - O X
HOME = INSERT  DESIGN  PAGELAYOUT  REFERENCES — MAIINGS — REVIEW  VIEW Signin
ey X Cut N % Find -
DE@&.F” Times New Ro - 12 - ke iS-itne &3 8 || ssscon: AaBhC |AaBbCeDe| aaBbcend assbeee AA B miE
Paste ¥ . - = ~
~ ¥ Fommat Painter  ERE a4 =-| &

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

ITALIC.

Clipboard

"

MANICURE GO

Local Rules

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

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

same style.

B Saving the Style

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

BHS O W s Golf Rules [Read-Only] - Word ? 3 - O %
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Signin
2y X Cut - — A ey 4 Find -
N = TimesNewRo - 12 ~| A A" Aa- f | iZ =3 8 N amscenc AaBbC  AsBoCeDe asBhCedd azsocer £AA DS 2, Replace
E y i : Zac R
Pav-te  Format Painter |[BLE U raex X A-¥- A= Oy v Emphasis  Headingl | Thormal | Strong Subtitle Title Netp
Clipboard ] Font ) Paragraph nl| AsBbCcDe¢  AaBbCcDc AaBbCcDs AaBbCcDc AaBbCcDe AABBCCDI Editing -~
£l 3"‘2"""‘g"‘1"‘1"'3"“‘"‘5"'="'7"'5wo5pacm Subtle Em.. IntenseE..  Quote  Intense Q.. SubtleRef.. -
AABBCCD  A4aBbCcDd AaBbCeDé
B Intense R.. BookTitle T List Para...
A A4 Create a Style
5 B¢ Clear Formattlg
- 4, Apply Styles...
| MANICURE GOLF CLUB

Local Rules

1 A ball Iying outside any boundary fence is out of bounds. Pemnv::‘ ’| Chck on the MORE ICOﬂ |n the

STYLES group and select CREATE A
STYLE.

16-2
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Create New Style from Formatting

Hame:

Sub-head ~CEm—

2 Call the style:

Paragraph style preview:

Stylel

Sub-head
and select OK.

oK Maodify... Cancel
B EH SO 0O s Golf Rules [Read-Qnly] - Ward ? B - 0O %X
HOME = INSERT ~ DESIGN  PAGELAYOUT ~ REFERENCES ~ MAILINGS  REVIEW  VIEW Sign in
= X Cut aoo P % Find -
8 Cop TimesNewRo - 12 ~| A" A" Aa- 4aBbCeDe AaBbhC AaBbCeD¢ AsBBCeDd A4aBbCei AaBbCcr %, Replace
f 7 BIER!
Paste i . 2. A - : . —
e ot Format Painter | NI U - X, X' | A~ ¥ A Emphasis Headingl TNormal  Stiong | Sub-head WSubtitle [=| | g
Clipboard [ Font &) Styles = Editing ~
X 3'\‘Z‘I'l‘\‘g'\‘l'\‘!‘l'}‘l‘4'\‘i‘l'é'l'-‘l‘E'\‘;‘I'i‘:‘\‘11‘I'12'\‘1]‘I'14‘I‘1§&\‘1—5'\‘17'I' s e

3 The SUB-HEAD style is added to the

STYLES group of the HOME tab.

MANICURE GOLF CLUB

Local Rules

C Applying the Style

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

EHH S O [ Golf Rules [Read-Only] - Word ? B - O %X
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW Signin

X Cut A — 1= i == A i Find -

B TimesNewRo -[12 - A" A" Aa- & =3 8 T iumsced: AaBb( AsBbCDe AsBBCeDd | 4aBbCei| AzBbCCE 3 nens

B Copy - | 2 Replace
Pafti & Format Painter ||B 1 4 - e x x* A-T-A-BE=== =- b-5 Emphasis ~ Headingl T MNormal Strong Sub-head | Subtitle |+ % Select -

Clipboard ] Font ) Paragraph ] Styles ] Editing ~
=  FRRY RARE FERT ERNY SRRE IRRTTRRE ENRE FRRTIRRTRRTRRT FRE SRV IRRT R i b Y =
| MANICURE GOLF CLUB
Local Rules i
- 1 A ball Iying outside any boundary fence i out of bounds. Peaalty: Stroke ‘] nghllght the Second su b_headlng
- I
] 2 Hazards: The only hazards are .
: A . BREACH OF RULES, then click
o (B)  Lateral water hazards on the fifth and eleventh holes ’ en click on
= (C)  Water hazard on the ninth hole
" M
g T — SUB-HEAD in the STYLES group of
:l tust be lifted, without penalty and dropped two club len
: - he HOME tab
: the tab.
b Breach of Local Rules
| 1 Stroke Play: Two stroke penalty.
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I HS O [T Golf Rules [Read-Only] - Word 2?2 B - O X
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES — MAIINGS  REVIEW  VIEW Signin
S X Cut .- Y T = TS i Find -
Bac TimesNewRo - 12 ~| A" A" Aa- SoiE-N &3 N T asseode AaBDC AaBbCcDe  AaBbCoDd | AaBbCci| AaBbCCE b e
E®) Copy | 25 Replace
Pﬁfte & Format Painter | IBIREY Y - 3 X, x* | & - y-A-B=== = 10-= Emphasis  Headingl 1T Normal Strang Sub-head | Subtitle || g
Clipboard © Font @ Paragraph (7 Styles | Editing ~
r R SN E R R EA R TR RS SR SR SR N SR RSN RPN TR EN ) =
2l MANICURE GOLF CLUB
Local Rules
] 1 A ball Iyiag outside any bovadary fence is ot of bounds. Penalty: Stroke and Distance.
| 2 Hazards: The only hazards are
H (A)  Any well defined bunker
- B) Lateral water hazards on the fifth and eleventh holes
E (€)  Water hazard on the siath hole
i 3 Staked Trees: Ifa staked tres interferes with the player's stance or . . . .
d rmust be lifted, without penalty and dropped two club lengths from the origin) 2 H hl h h h d b_h d
g bote ighlight the third sub-heading,
7 Breach of Local Rules COURSE ETIQUETTE, and apply the
| 1 Stroke Play: Two atroke peaalty. SUB_H EAD Style to |t
: .
ks 2 Match Play: Loss ofhole.
] Course Etiquette
7 1 Each player must carry an individual bag of clubs.

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

The Styles Task Pane

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

A Opening the Styles Task Pane

FHS O K S Golf Rules [Read-Only] - Word T E - 0O %
HOME = INSERT ~ DESIGN  PAGELAVOUT  REFERENCES ~ MAILINGS  REVIEW  VEW Sign in
ey X Cut P 2 e % Find ~
Eac Times MewRa - |12_ - [ANERRILACE &35 2 N | taBscedc AaBbC ABbCD¢ AsBRCeDd  AaBbCei AsBbCcE Pt
Em Copy - 2cReplace
Paste - ] S = i e . =
e Format Painter | IO U - de % x° | B - W - A t=- B Emphasis  Headingl  TNormal  Strong | Sub-head | Sublitle <) g
Clipboard 5 Fant 5 Paragraph n Styles n Editing -
P SR 1 L1203 A BBt T i85 0 dn DB b I Sty (Al CtrbeShiEeS)
| MANICURE GOLF CLUB [— Previeyf manage and customize the
7 text shyfes in Word.
N Local Rules Use thlf window to see and edit
‘| formaling details for each style,
. 1 A ball Iying outside any boundary fence is out of bounds. Penalty: Stroke and Distance. == 1 createiew siyles, and quickly
- A B i .
J 2 Hazards: The only hazards are
- (A)  Any well defined bunker . . .
T {B)  Latrat wates hasasds oa the 58h and eeventh holes 1 ick on the icon at the right
i (C)  Water hazard on the ninth hole.

of the STYLES group in the HOME
tab.
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Creating a Table of Contents

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

Loading the Prepared File

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

2 Access the CHAPTER 17 folder of the WORD 2013 SUPPORT FILES and open the file:
Table of Contents

as a READ ONLY file, pressing the ESC key to exit from READ MODE.

Setting the Styles

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

A The Main Heading Style

A Style will be created from the STYLES group to format the Main Heading.

BHEHS O 0O = Table of Contents [Read-Only] - Word
HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

. . v — 1— — S
X, cut Cambr‘a(HEac,ls«a, Spliz = .=, e=s= |8
3 ER Copy
aste

g elt——————
"% & Format Painter | B8 * B - =~

Clipboard W Font [ Paragrap!

1 Highlight the first line:'PLANNING
YOUR FIRST..! then set the FONT SIZE
to 18 pt and the STYLE to BOLD.

PLANNING YOUR FIRST TRIP TO BRITAIN

Nothing can ever match the thrill of your first visit to Britain. You can go back to Britain numerous
times, but it is never quite the same as that first visit.
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B H®S O 0O = Table of Contents [Read-Only] - Word ? B - B X
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILUNGS  REVIEW  VIEW Sign in

Bu 3 Cut - o | = = o T @ Find -

B Cambria (Heac |18 -| A" A" Aa-~ Szt | €5 N9 | escen AaBb(C AaBbCcDe AaBbCeDd aaBbCem Aab B Repl

KBy Copy . L e Replace
Pa:ts o Format Painter | LB T U - am X, x| A - ¥-A-B===|=-14-% Emphasis  Heading 1 Normal Strong Subtitle Title 1 Select~

Clipboard & Font & Faragraph fl| AaBbCcD¢ 4aBbCoDe AaBbCcDc d4aBbCcDc AaBbCcDe AABBCCDI Editing ~
5 1"""'5““"‘1"‘3"“'"“"'“'"'7"'3"' TNo Spac.. SubtleEm.. IntenseE. — Quote  Intense Q.. SubtleRef.. -
o " AABBCCD AaBbCeDe AsBbCcDe
= IntenseR... BookTitle 1 List Para.
- 5 Create a Style
. A Qéachrmam%
- PLANNING YOUR FIRST TRIP T ** e s/
”:' Nothing can ever match the thrill of your first visit to Britain. You ca 2 C| 1 k h MORE 1 h 1 h
7 times, but it is never quite the same as that first visit. IC On t e Icon at t e rlg t

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

Create New Style from Formatting

Hame:

Main Heading (‘

Faragraph style preview:

Stylel

Modify.. | | Cancel |

BH®S O [ Table of Contents [Read-Only] - Ward
HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAIINGS  REVIEW  VIEW
X Cut - @ Find -
= Cambria (Heac-[18 = A” A7 Aa- A sa3scede AaBbC AaBb - #aBbCcDd AaBbCcr al
£E) Copy -\ % Replace
Lace s M I U-aex, x* A-¥-A Heading1 | Main Hea.. ormal  Strong subtitle <] cject-
2 X

[F] Font

FE

Cliphoard
L o

3 Enter the name:

Main Heading
and select OK to set the style.

4 The style is added to the STYLES
group in the HOME tab and to the

STYLES TASK PANE if you wish to

open it.

Styles Editing

BTSN CENINE CRNIL S B L O

Styles b
Clear All
+Body (Clibri), 12
Headitgg1 =
PLANNING YOUR FIRST TRIP TO BRITAIN : -
Nothing can ever match the thrill of your first visit to Britain. You can go back to Britain numerous Nowmnal T

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

NOTE:

This has automatically recorded the style as a PARAGRAPH style and set
the highlighted text to that style in one step.

17-2
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B The Parag

raph Style

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

B HS O [ Table of Contents [Read-Only] - Word 72 @ - O X
HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS — REVEW  VIEW Sign in
sy ¥ Cut " .- dal|li= .= . le=s=|8 i Find -
Bac Calibri (Body) -[12 -| A A" Aa- S-i=-%- |&€5 | AT || sasscde AaBbC AaBbh AaBbCDe¢ 4aBbCcDd AaBbrcn St
FR Copy -| | % Replace
Pﬂftf  Format pointer | B 1 U vk X, X* A~ F.a-l===Bll=- | d-E Emphasis  Hesdingl Main Hea... | T MNormal Strong Subtite |z & Select~

Clipboard 5 Font
L B

|-§w‘1-\‘2-\‘]-\‘4-\‘§‘|-€‘|-"

<“ " | 1 Highlight the paragraph below

the main heading and click on the
JUSTIFY icon in the HOME tab of the

PLANNING YOUR FIRST TRIP RIBBON.

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

B H® O 0O = Table of Contents [Read-Only] - Ward ? ®H - O X
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW Signin

2y X Cut & o f i Find -

Fe Calibri (Body) ~|12 - A" A Aa~ A 4aBbCeDe AaBbC AaBb  AsBbCeDe AaBbCeDd AzBbCcC 2. Replace

5 " ZacR
Pafte ,,Fm'm painger | B T U makx x| A-W A Emphasis  Headingl Main Hea.. | TNormal | Strong Subtitle Rt

Clipboard & Font & s AADB asmecede sasscepe sasscep: sasscene iamicen: Editing -~
L 1"""'5““"‘1"‘1"‘“"‘5‘"6""’“'4‘" Title TNo Spac... SubtleEm... IntenseE... Quote  Intense Q ey et

S
AABECCDI AABBCCD AdaBbCeDe AaBbCcDe

SubtleRef.. IntenseR.. BookTitle TlListPara.. [

A4 CreateaStyle

y (Calibri), 12
A geercrmam% y (Calibri), 12
PLANNING YOUR FIRST TRIP T ** ¢S ding1 =

Nothing can ever match the thrill of your first visit to Britain. You ca

times, but it is never quite the same as that first visit. I 2 Click On the MORE icon at the right

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

Create Mew Style from Formatting

MHame:

Paragraph (;

3 Name the style:

Paragraph style preview:

Stylel

Paragraph

and click on OK to set the style.

OK

: ][ Cancel ]

A ————
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C The Sub-Heading Style

Each sub-heading

in the document will need to be set to a style.

@A S [ Table of Contents [Read-Only] - Word ?2 @ - O X
HOME ~ INSERT  DESIGN  PAGELAYOUT ~ REFERENCES ~ MAILINGS — REVIEW  VIEW Sign in
Bu 3 Cut - - el = @ Find ~
BB cop Calibri (Body) - |14 A A | Aa- 4a3pcede AaBbC AaBD  AsBbCeDe AaBbCcD  AaBhCeDd 2 Replace
By Copy -] | %R
= N Emphasis  Headingl Msin Hea.. | TNomal | Paragraph  Stong 2] | [ g
Z 3
Clipboard (e} Paragraph I Styles 5 Editing ~
1 20 0L 6.1 7 (B> SRS E TR RIS RIS RO S L 2 -
Styles hs

1 Highlight the first sub heading ‘Entry
into Britain’and set the FONT SIZE to
PLANNING YOUR FIRST TRIP TO 14 pt and the STYLE to BOLD

o Nothing can ever match the thrill of your figge®Sit to Britain. You ca)
N times, but it is never quite the same, at first visit.
™ Normal T
H Entry into Britain 7] show Preview
Disable Linked Styles
Getting a tourist visa into Britain is not a problem for Australians, so long as they don't intend to o
T H S m s Table of Contents [Read-Only] - Word 2 B - 0O %
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Sign in
&, ¥ Cut & o B pen g (i iy i Find ~
5 Copy Calibri (Body) ~|14 -| A A" Aa- A SR EE N samseane AaBbC AaBb | ABvCeDe AaBbCcD AsBiCeDd . Replce
Paste i = S = — == - . sis i Mai 1 e
S ormatPainter |B L Ut x. X A-W-A- SE=== 15 Do Emphasis  Headingl Main Hea.. | TNormal | Paragraph  Strang Neoe
Cliphoard w Font 5 Paragraph s asebcer A AsBreDe 4ambeeD: saBsCeD:  daBbCoD: Editing ~
L 1"‘1"'5"""'1“‘3""‘"'5“‘6"""‘9“‘ Subtitle Title T NoSpac... SubtleEm.. IntenseE. Quote i =
2 4 s AABBCCDI AABBCCD A4aBbCcDe AaBbCcDc
] Intense Q... Subtle Ref.. IntenseR.. BookTitle TlListPara.. i
; A4 Create a Style k y (Calibri), 12
- A Clear Formattin T
5 1 dy (Calibri),
= L Apply Styles...
- PLANNING YOUR FIRST TRIP T ™ =77 : -
-] . Jding 1 1
"i' Nothing can ever match the thrill of your first visit to Britain. You cay B
7| times, but it is never quite the same as that first visit. 2 Click On the MORE icon at the right
: Entry into Britain of the STYLES group of the HOME
Getting a tourist visa into Britain is not a problem for Australians, so tab and Select CREATE A STYLE
.

Create New Style from Formatting

Mame:

Sub-Heading (

3 Name the style:

Paragraph style preview:

Stylel

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

Cancel
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Adding Charts to Documents

Microsoft Word has the ability to create charts for the use in documents. Its charting tools
are very similar to those in Microsoft Excel. If you have used charts in Excel you should be
able to easily create charts in Microsoft Word. You can also import charts or spreadsheets
drawn in Microsoft Excel directly into Microsoft Word.

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

MG 0 - -

h HOME |:1|NSEP,1_‘ Q PAGELAVOUT‘ REFERENCES MVNIJNGS ,ERMEW VIEW 2 Open the INSERT tab Of the RIBBON

Ei‘f; 1 e e and click on the CHART icon to open
R the INSERT CHART dialogue box.

i o 3 The chart types are listed at the

s : left, select COLUMN, click on the

: o |I I| ! |I CLUSTERED COLUMN chart and

R select OK.

i % Radar

] [y Combo

ﬁ o- W s CHARTTOOLS

,m!(: t Qﬂ]ﬂ‘i c: e I || [ || I|<|| fi 1 A l'-'l‘-"" Wl |!]I' hi - SWWEW/ F.z g Refresh C!IJ

Chart Layouts Chart Styles
P

18]

Chart Title

L |+

4 The chart is plotted and sample data
displayed in an Excel datasheet.

i =] Chart in Microsoft Word - Excel x
A [ [S D E G 3 H 1

1 series1|series2 series3 |

2 |Category1 23 24 2

3 |category2 25 a4 2

4 |Category3 ES 18 3

5 |Categorya a5 28 5

=

7

«
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The Excel Datasheet

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

Ve

Select all Legend
cells button Values
1 / Ei':! Chart in Microsg# Word - Excel 4
A | B C D E E G H I -
1 |_ Series 1 ISeries 2 Series3
2 Category 1 4.3 2.4 2
3 Category 2 I 4.4 24
4 Category 3 3.5 1.8 ="
5 Category4 45 L 5
6 A
5 -
] »
X-Axis Data items to be
Values plotted (Y-Axis)
J

Entering the Chart Data

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

A Completing the Datasheet

Labels and values are entered into the Excel datasheet and Microsoft Word will plot the

chart for us.
.
MR Chartin Microsoft Word - Excel 1 Click on the CATEGORY 1 label in cell
A g c > e F ¢ Al A2of the datasheet and enter:
il Seriesl Series2  Series3
2 |Wages T 3 2
3 |Category 2 2.5 4.4 2 Wages
4 |Category 3 2.5 1.8 3 .. .
. a5 28 s, This is the first X-Axis label.
(5]
7 -
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B H S
HOME

L

e

o -

INSERT

Add(hn: Quick | Change
Element ~ Layout~ | Colors~
Chart Layouts

DESIGN

PAGE LAYOUT

CHART TOOLS
REFERENCES MAILINGS REVIEW VIEW DESIGN FORMAT Sig
& il
hbagld bbbl bbbl bl ! EREnL N
Calumn Data Data' D«a Chart Type
Chart Styles Data Type b
g P B TR ERIE T Trrm o -
Chart Title E
3000 +
2500 ‘AJ
-
1500
2 Press the <tab> key to move the
cursor to cell B2 then enter:
0
Wages Category 2 Category 3
mSeries 1 -sa% 2482 <tab>
] - =] Chart i o s 2765 <tab>
A B (o D E, ¥ G
1 s¢ 1 2 3 |
2 [wages E”252432 S27&5 S2.73 2783
3 |category 2 2.5 4.4 2|
4 |Ccategory 3 3.5 18 3
5 [Category4 45 2.8

NOTE: The chart should adjust as you enter each value. The values are

plotted in different colours.

BH S

o

HOME

{0

Chart Layouts

o -

INSERT

Addchrt Quick CH o
Element - Layout~ | Color

DESIGN

PAGE LAYOUT

hbagld bbbl Bkl Bl E 5.! r’ =
Chart Title E
3000 +
R | 3 Clickin cell A3 and enter the next
— — row of values for the RENT costs.
A+ They are the same ($800) for each
- < month.
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B H S ¢ 0O = CHARTTOOLS = - O x
HOME ~ INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MALINGS ~ REVIEW VW | DESIBN | FORMAT Signin
e | = =

(1L e 1l
Add Chart Quick | Change In |!|7H|l| Ji il i ]]llLlhlii I F{Hh]’-h I|l||l|l|||| I ||| il Ill Switch Rowy/ SEIE(( Refresh | Change

Element - Layout - | Colors~ Column  Data Data- Data | ChartType

Chart Layouts Chart styles Data Type ~
v [ i X R Y R R SRR SR IR SR RURL FURT TN SR AR T,

] Chart Title

B 3000 E
B 2500 @
K 2000 [l
M 1500 .
] 4 Enter the third row of values for the
: III Power costs (1275, 1141, 1738).
B [)

Wages.

Dj W Serig

] i 3 - =] Chart in Microsoft Word ffecl x
b A B c D E F G H 1 |-
H 1 y&enesl Series3

| 2 [wages 282 2765 2783
) 3 Rent k 200 200 800

o 4 |Power 1275 1141 1738]
B 5 |Category4 a5 28 5|

B H S ¢ W s CHARTTOOLS 2 P - IS

HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAIINGS  REVIEW VW | DESIGN | FORMAT Signin
T = =

1§ |57 | e.e i F. (1]
Add Chart Quick | Change I..‘ |!|__h||l| i b i |I| ]i!lL_liJii [h F{thﬂ'\ ||I|IIII|I|I I" ||| il Ill Switch Raw/ Sala Edlt Refresh | Change
Element - Layout ~ | Colors~ = Column  Data Data~ Data | Chart Type

Chart Layouts Chart Styles Data Type A
m e {RRTERRT SR RE THEY YR RNRY TS NRE ERRT PRI RO R R TR e,

5 Enter the month names for the
Chart Title
3000

PR -EN TON R R RT T R R SRR PR R R

Wages

(1"

Wlune B luly

values you just entered in cells B1,
C1and D1 (May, June, July). These
are the LEGEND labels.

Category 4

it 3B S F / M}h(m;uﬁzwwd Excel

1 June [ruty

2 Wages 2482 2765 2783,
3 Rent 800 800 800
4 Power 1275 1141 1738
5 |Category4 as 28 S|

18-4
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The DRAW TABLE tool can be used to create detailed publishing documents. This is where

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

<P
—
~
7 p
=
=
e
N
<P)
o
)
-
W
o
S
e
=

PARRY & SYKES
REAL ESTATE

HIGHTON

Just listed, thiz sound home
offers 4 good-sized
bedrooms, comfortable
loumge, central katchen, plus
family room.  Excellent
parking makes this a most
zppealing home. Call now

BELMONT

Delightful BV heme in a
most pleasant  street,
featuring 3 bedrooms each
with BIR, updated latchen,
tastefully decorated lounge
with a northerly aspect.
Your mspection iz highly

Low mamtenance home in a
quiet court handy to the
Highten Shopping Centre.
Very good condition mnside
and out with many internal
Improvements. Mew
carpets, well establizhed
garden and double garage.

Special price 3532,500

for your inspection. recommended.
Asking only $528,000 Priced to sell at $408,000
HIGHTON BELMONT

EBeautifully presented 3 BR
home of 14 squares. All gas
appliances, BIR in each
bedroom, bathroom  with
vanity unit and separate
shower recess. Ohrtside
there 1z a well-established
garden and double garage.

Reduced to 337600

225 High Street, Belmont, Ph: 03 5243 8852
AH: Graeme Sykes 0410 489259, Rebecca Sykes 0410 590389

© Guided Computer Tutorials 2013
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The Thumbnail Sketch

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

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

Page Margins Table Layout
0 3 4 85 95 14 15
A
B
. A
Paper : 3
Edge\ 5
C D
Print //Y 246 |: 29.7
A : cm : cm
rea : : A 11
13
E F
15.9cm v: 19
21.0cm
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Page Setup

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

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

I d (4] 0O = Documentd - Word ?2 B - O %
HOME  INSERT  DESIGN  PAGELAVOUT | REFERENCES  MAIINGS  REVIEW  VIEW Signin
@ wa [E = Breaks - Ind Spacing [l |2 Align~
D_ 5 01 Line Numbers = | 3= Left: 2 1S Before 0pt : g DE Group
WMargins Orientation ~ Size  Columns ~_ - i = | Position Wrap  Bring  Send Selectio
& = & - 47 Hyphenation~ | SERight [0cm  NGAfter (8 pt : T ramm - P oo Rotate
Letter - Paragraph ] Armange o
Legal L
E e 2 0 he PAGE LAYOUT tab of th
. pen the tab of the
- 1387 cmx 2159 cm I. k h o d
e RIBBON, click on the SIZE icon an

0 set the PAPER SIZE to A4.

D A5
148 cmx2l em

@B H®- O W s Documentd - Word 2 E - O x
HOME  INSERT  DESIGN | PAGELAYOUT | REFERENCES  MAILNGS  REVIEW  VIEW Sign in
@ ¥ [E = Breaks = Indent Spacing [a [& Align -
i) Line Numbers= | 3= Left: [0 cm 1= Before: 0 pt 5 ) Group
Margins Origntation : - = —| Position Wrap  Bring  Send  Selection
3 5 tion~ | =FRight [0em  ©|{SAfter (8pt : e e e e Rotate

ustom Setting B Paragraph 5 Amange ~

@ 3 Click on the MARGINS icon and
L e e select the NORMAL margins.
[

[T

Top: 127em Bottom:127 cm
Left:  127em Right 127 cm

Laying out the Page

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

A Showing the Text Boundaries

To assist with the laying out of the page the screen will be set to a reduced view and the
text boundaries turned on so that the page margins can be seen.
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mHS O W = Documentd - Word ? ® - O x
HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW | VIEW Signin

ﬂﬂﬂﬂﬂﬂﬂ

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

Views

2 Click on the FILE tab and select OPTIONS.

Word Options [ 9 [

Set default target output to: | 220 ppi| = | ,‘

General

e e 3 Open the ADVANCED category,
. St decumen conton Mo scroll to the SHOW DOCUMENT
P e i i CONTENT section and turn on

[7] Show text wrapped within the document window

Custemize Ribben

[2] Show picture placehelders

SHOW TEXT BOUNDARIES.

Quick Access Toolbar Show drawings and text bg

Add-Ins

[7] Show crop marks
[2] Show field codes instead of their values

ext boundaries
Trust Center

4  Select OK to return to the page.

B Saving as a Compatible Version

In Microsoft Word 2013 text boundaries have been changed to just show paragraph
breaks instead of page margins as in previous versions. When carrying out publishing
tasks it is advantageous to see where the page boundaries are. This problem can be
overcome by saving the document as an earlier Word version.

1 Click on the FILE tab and select SAVE AS.

[ Save As =

- RS E T 2 Access your WORD DOCUMENTS

Organize v New folder B= - [7)
5 Documents + Name ’ Date modified Type fo I d er.
& Music
] Pictures No items match your search.
B videos

8 Computer E
&, Local Disk (C)

© i s 3 Name the file REAL ESTATE, set the

e B — : SAVE AS TYPE box to WORD 97 -

Seve ety (Wora 57200 Document ) 2003 DOCUMENT and click on SAVE.

Authors: GB Tags: Add atag ”

[ Seve Thumbnail
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Mail Merging

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

Creating the Database

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

A Setting the Recipients

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

1 Load Microsoft Word or close the current document and start a new BLANK

DOCUMENT.
ﬁ H 0O - Documentl - Waord
HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REMIEW LTEW ~
= B G 2 Open the MAILINGS tab of the
Envelopes Labels Sﬁzgl\iavil Recf::l;:;:sv pe,.ilil:t P ].E.I..:_:.E %}EIH__ élll.:-l..-.s Gre::ing In-:-a.t MeNge RIBBON’ Cllck on the SELECT
e K Type aew " - TR Toser el RECIPIENTS icon and select TYPE A
- [l Use an Existing List... S——
23] Choose from Outlook Contacts... NEW LIST'
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MNew Address List @lﬂ
Type recipient information in the table. To add more entries, click New Entry. ‘
Title

w | First Name w | Last Name w | Comparty Name vIAddress lne 1 +
> 3 You will be provided with sample

fields that you can enter data into.

4 These fields can be modified to

suit your needs. Click on the
4 | / CUSTOMIZE COLUMNS button.
[ mewenty | | Find..

[ Delete Entry ] [ Customize Columns..,

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

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

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

B Deleting Fields

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

Customize Address List ?

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

Last Mame

0
Address Line 1
Address Line 2
City

Microsoft Word

)

2 Select YES to the DELETE warning
Yes message.

QK Cancel

20-2
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Mail Merging

Customize Address List

3 Repeat steps 1 and 2 to delete:
City

Field Names
Title e Add.
First Name
Last Name
Address Line 1
Address Line 2 ( 4
State Rename..,
ZPcode
0K ] ’ Cancel ]

Country or Region
Home Phone
Work Phone

e-mail Address
—

C Renaming Fields

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

1 Click on ADDRESS LINE 1 and click

Customize Address List ? £
Field Names
Title ~| [ _add |
First Name J

on RENAME.

Last Mame
Address Line 2
State

IIF Code

Rename...

Rename Field

Change field name

From: Address Linel

2 Enter: Street

To: Street (7

and click on OK.

3 Rename ADDRESS LINE 2 to SUBURB

Customize Address List ? £
Field Names

Title - Add...
First Name
Last Mame 5
Street 2775
Address Line 2 o
IIF Code

Rename Field

o
J =)
<

Change field name
Fram: Address Line 2

To: Suburl

[ ok

[ Cancel ]

and select OK.

| ——————————————————————

© Guided Computer Tutorials 2013
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—
Customize Address List ? PS
Field Names
Title - Add..
First Name
Last Name
Street BElets
Suburb
State Eename--g'

-
Rename Field w

Change field name q
From: ZIF Code

To: Postcode

D Adding Extra Fields

4 Rename ZIP CODE to POSTCODE
and select OK.

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

contributions made to a hospital charity.

Customize Address List ? PO
Field Names
Title - Add..
First Name
Street Delete
Suburb
e
Add Field [ i
Type a name for your figl
Contribution Mave Up
OK Cancel i ':-.::."

1 Click on the ADD button, enter:

in the ADD FIELD box and select OK.

Contribution

2 The position of the new field can be
changed. Ifitis not at the bottom
of the list, click on the MOVE DOWN

button to move it there.

adjustments.

Cancel
Customize Address List M
Field Names
Title - Add..,
First Name
Steet
stae —Eme.
Fostcode
Contribution
R
a1
oK . | 3
it 3 3 Cllck On OK to Complete the ﬁeld
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Mailing Labels and Envelopes

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

Creating Mailing Labels

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

A Setting the Mailing Labels Document

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

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

El = W = Documentl - Word
HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

= B @

'
Envelopes Labels | Start Mail Edit Highlight Address Greeting Insert Mejge
Merge = Recipients = FECT i1 Fields  Block Line Field
Create B Letters rite & Insert Fields

Rules
Match Fields

2 Open the MAILINGS tab of the
RIBBON, click on the START MAIL
MERGE icon and select LABELS.

L E-mail Messages = g Lot o2

Envelopes...
Labels...

=
=
T
| Dir&ctol%
]
=

N

MNormal Word Document

Step-by-5tep Mail Merge Wizard...
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B Entering the Label Options

The program needs to know the type of labels you will printing to. In this case Avery
labels will be used. If you are printing to a different brand, you can substitute your
labels for the one used here.

E
)
J

Label Options

S 1 Inthe LABEL VENDORS box select
G f:::i::::::ﬂd p:r:t::rsDefaulttray[Automati(ally Seledt] ’ AVERY A4/A5 then SeIeCt L71 60 in
- ' the PRODUCT NUMBER list.

—

Label information 2 The dimensions of the labels

Label information

Label vendors: | Avery A4/AS |Z|

Find updates on Office.com
Product number:

B Type: Address Label
U} et S are listed next to the PRODUCT
L7L60CL | width: . 6.35 tm )
710 dll e e 1 NUMBER list. Select OK to accept
Detaiis, | ((Newilabel, the settings.

NOTE: You need to find the name of the labels you are using. If the nameis
not listed, click on each label type in the PRODUCT NUMBER box until
you find the measurements of your labels which are shown in the
LABEL INFORMATION frame.

3 Save the document in your WORD DOCUMENTS folder as:

Mailing Labels

C Setting the Data Source

The program needs to know where the data for the labels is stored. In this case the
CONTRIBUTIONS2 file from the CHAPTER 20 folder of the WORD 2013 SUPPORT FILES
will be used.

EH S W s Mailing Labels - Word
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

= | = e

1 Click on the SELECT RECIPIENTS icon
in the MAILINGS tab and select USE

Envelopes Labels | Start Mail | Select Edit Highlight Address Greeting Inser
Merge~ [Recipients = Recipient List | Merge Fields  Block Line Field
B TypeaNwlis. AN EXISTING LIST.

[7] Use an Existing List...
S Choosefrom OulBok Contacts.. -
T

2]
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Another of Microsoft Word’s built-in features allows you to insert fractions, mathematical
formulas and equations, chemical equations, etc. into documents. It automatically

does most of the formatting for you when you enter an equation, for example, variables
are formatted in italic, it applies superscript format and it adjusts the spacing between
elements in an equation.

1  Load Microsoft Word or close the current file and start a new BLANK DOCUMENT.
[ Decumentl - Word ?7 E - O %X
HOME INSERT N PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Sign in
] = f‘ E\ ) = | & Hyperlink D 0 [ Signature Line ~

E D ™ El e r<‘> - . E‘; |> Bookmark Q . [ Date & Time Q
Cover Blank Page | Table | Pictures Online Shapes SmartArt Chart Screenshot | Appsfor ommen e Page jon Symbol
Page- Page Break - Pictures - Office~ | Video jumber - -

Pages Tables Tllustrations Apps Symbaols -~

TR TR g L1121 3.1 -4

| 2 Open the INSERT tab of the RIBBON

3

and click on the EQUATION icon.

The EQUATION box is added to the document and the EQUATION TOOLS - DESIGN

tab is opened in the RIBBON.

Creating a Simple Fraction

Documentl - Word EQUATION TOOLS ? EH - O %

BHS O 0o -

HOME INSERT
=[] FIE M HEHUEEREEPEREERIEERM A
o (I FIF[V][0] [e][%]
o

DESIGN

PAGE LAYOUT

REFERENCES.

MAILINGS

REVIEW

VIEW

DESIGN Sign in

e

X e [F 5 4 lim A [0
XX I % 0 me ¢ jm A D
: Frscion, Scrpt Radical ntegr OpL:r;Q(Zr' Bischet Function Accent L\r[\:gavnd Operstor Mt

Symbols Fraction @
.-2-\ngwl.-2\}.-4\5.-{\'.-&\9. TR R
. \i\
Stacked Fraction
Comm """

. oy )
I%Type equation here| gy Ax ox ax

— 1 Click on the FRACTION icon in the

DESIGN tab and select the first
fraction (the Stacked Fraction).
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EE® O
HOME

ool
L

m s

INSERT

DESIGN

T G IR
Equitm” ;hchorma\Text EI :
Tools IE]

[ G

Documen tl - Word

PAGE LAYOUT REFERENCES MAILINGS

‘g‘l‘]-\‘l‘\-l‘l‘n‘

EQUATION TOOLS ?E - 0 %X
REVIEW  VIEW DESIGN Sign in
AEIEIEIM] 5 ef % [, & (O sme g Jm A [
E ; Fraction Script Radical Integral  Large  Bracket Function Accent Limit and Operator Matrix

J 2 Click in the top box (called a slot) of

the fraction and enter 3.

~|' 3 Click in the lower slot and enter 4. i

NOTE:

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

IHS O
HOME

Taals

e

INSERT

]

DESIGN

T[ €E Professional E‘ E E‘ E‘ E
€ Li -
Eaatin et |12 ]

T R

Documen it - Word

PAGE LAYQUT REFERENCES MAILINGS

(][] e]f*][-]l¢][c][a]

symbals

R EEEEEER 5

[T IR R AR RS IURBUAE RN AR A RIS F A RN RAEC SRR CIRARP. S B E AR A B

EQUATION TOOLS ?7 B - O %

REVIEW VIEW DESIGN Sign in

X X 5, .
Jy e[, §F e g oz A i
N Fracvtion Sc:\pt Ra:f:a\ Inte‘gva\ Large  Bracket Funfnon A:c'ent Limit and Opa:ator Mafrix

Operator~ - Log~

Structures ~

Click on the EQUATION OPTIONS

arrow to the right of the equation
and options to save or change the
equation are provided.

22-2
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Using Equations

'.’E—EIX|

5 Try LINEAR then try CHANGE TO
INLINE to see the effect that they

Document] - Word
VIEW

[=1E)]

W s
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW

Symbals
. PE B

EHS O

T Sreeen DO EEEERE _

svston ot |1 [TV [FI ] [V][0][0] ] [ ] [e] el [a] [V] 31 [2][] BI[<] [T}
~~"'|  have on the equation.

NOTE: The‘handle’at the top left of the equation is used to select the
equation and to drag and drop the it to different positionsin a

document once you have entered content.

W = Dacument it - Word ?7 B - A X
VIEW Sign in
q N & Find -
naBbCeDe AaBbcede AaBbC( AsBocel AQB| masbcer acsbcene acsbeen: 2 Ret
“| | 3cReplace
Title Subfifle  Subtle Em... Emphasis (< | o
Editing »~

2l
£ Heading1  Heading 2

EHS O s
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW
K A Aav Bz -iEstiee EE
H===1=-2-=-
=

TNormal | 1 No Spac...
Styles

6 Click to the right of the equation to

AD ‘:""w Calibri (Body) ~ |11
I e tompani | 1 U X |2 A E===
e _z‘_1&“‘&..1‘_2.‘.: wpa;ag-ph‘s‘ FREI AT
: set it then press the <enter> key to
: move the cursor to a new line.
| 3/4
1 |

The Other Equation Types
There are 11 different equation types in the STRUCTURES group of the EQUATION TOOLS

- DESIGN tab.
Open the INSERT tab of the RIBBON and click on the EQUATION icon to insert

1
another equation.

22-3
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B H® O W s Documen 1 - Word EQUATION TOOLS 7 [l o (= 5%
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW DESIGN Signin
717 3150 | 3153 |2 Ea W | IPIEIEIEEEEN| 5 e5%x [, & Oy sne g jm A 3]
E(|ujt|ur| i E‘ = Fra(.tmrv S(:lpt R | [ntzvgra\ Op:.ag;r Bracket Funitmn Accent lmL\o\tgavnd UpEjElDr Mavtmx
Tool [ Symbol: Subscripts and scripts &
= —— e s e eeisiiiw —
i\

] Common Subscripts and Super

: - Ll Ll Ll _S8

] .
i Typecquaiontere 2 Click on the SCRIPT (or to the power

of) icon in the DESIGN tab to see
what equation types it provides.

3 Click on each of the other icons in the STRUCTURES group of the DESIGN tab to see
what equation types they provide.

4  Experiment with some of the equations if you wish to.

Combining Equations

The equation types in the STRUCTURES group can be combined to create an equation.
To demonstrate this the following equation will be produced:

sina+cos?a=1

1 Close the current document without saving and start a new BLANK DOCUMENT.

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

EEH® O W s Documen it2 - Word EQUATION TOOLS ? H - A %X
TC &roeet 2= L IPIEIEIFIEIMEINS 5 @83 [, & O swe g Jm A [if]
Equztinn ;;Nwmanm E 9 = Fratvtmr\ Sc:ipt \[ma'gra\ Laragts vErafkst Fur\ftmr\ Acc‘mtl\r\\-\‘;tgavmd Ops'ram Ma'tnx
B - [ 5o bt o) E. 1 \-z-usy’:blw 400 B 6. T B 29110 S <5 s B
f |
3 Click on the SCRIPT icon in the
DESIGN tab and select the third
COMMON SUBSCRIPTS AND
SUPERSCRIPTS option.
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Useful Features

This chapter will demonstrate some extra features that Microsoft Word offers. These
include the Outlining, using the Navigation Pane, setting watermarks, built-in themes,
setting passwords, editing PDF documents and using prepared templates.

Outlining

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

A Loading the Sample File

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

2 Access the CHAPTER 23 folder of the WORD 2013 SUPPORT FILES and open the file:
Outline

as a READ ONLY file, pressing ESC to exit from READ MODE.

B Looking at the Styles

B H S [ Outline [Read-Only] - Word 7?7 E - O %X
HOME | INSERT ~ DESIGN  PAGELAYOUT ~ REFERENCES ~ MAILNGS  REVIEW  VIEW Sign in

— #
A it E=E LT samca AaBE 4aBbC aaBbcc aaBbee sasocee AAD awbeer | L
paftg o Format Painter | T U - o X x° A-T-A-=B== = >-EB Emphasis T Heading1 1 Heading

familiarise yourself with it. There are
three styles used in the document.
The main heading was set to the
ccompmmemrm e mmapemes  HEADING 1 style, the sub-headings
::mmmm | to the HEADING 2 style and the

oyt v i ot o .o o

Vaccinations
Vaccinations are not required unless you travel to Britain through countries that insist on them such as
Kampuchea. If you are planning a stop over in South East Asia along the way, it is advisable to have
cholera and typhoid vaccinations.
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EH S ® = Outline [Read-Only] - Word ? B - 0O X
HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW Sign in
T Cut TimesNewRo < |20 | A° A | Aa- & 1=+ a9 #hFind -
[T imes New Ro L = 2 4aBbcel AaBE 4aBbC ABbCc aaBbCel assvcer AAD asbeer - 0"

Cop - || 25 Replace

Paste S Format Painter | B I U - a8 X X A-%-A- = 1=- D Emphasis | Heading1| THeading2 T Normal Strang Subtitle Title  TNoSpace. < | p copeere
Clipboard B Font Paragraph & Styles 5 Editing -~
S i RIIE RIS R ST i 8y el00 ALy 120 3. 0 14 SRS =

2 Move the pointer to the left of the
headings and small markers are
displayed.

YOUR [FIRST TRIP

Nothing can ever match the thrill
times, but it is never qu;

T visit to Britain. You can go back
e as that first visit.

vy into Britain
bc‘relﬁ'.ng a tousist visa inte Britain s not 2 problem for Ausiralians, so long as they don't intend to stay
longer than 6 months, the maximum time allowed for tourists.

Vaccinations

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

C Collapsi

ng Sections

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

EH S W s Outline [Read-Only] - Word T @ - 0 %
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW Signin
= Cut . - = i Find -
- - - A
g TimesNewRo - |20 ~| A" A" | A2 = 4aBbCcl AaBl 4aBbC amBbCd AaBbea nspbece AAD aaBbeer | o
Cop -| | 25 Replace
Peste . . N e .
o T U -abex, @ [-¥.4p =|i=- | &-E Emphasis |1 Heading1| THeading2 T Mormal Strong Subtitle Title 1 No Spac... [+ 3 Select~
Clipboard ] Faont 0] Paragraph ~ Styles & Editing -~
& IR CRRT AR ERRE RN TSRS AR SR B N R -

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

YOUR FIRST TRIP TO

Nothing can ever match the thrill of g "SI to Britzin. You can go bay
times, but it is never e as that first visit.

T}Entry into Britain

Vaccinations

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

EH S ® = Outline [Read-Only] - Word ? B - 0O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Sign in
o Cut . 2| == a dh Find -
) Times NewRo < |20 <[ A & Aa~ (S ST gambca AaBl AaBbC asBbCd aaBbCo razvcee AQD assbcd 5
. <] | 2 Replace
Paste e A - W, - = "=. - * sis =
S e Format painter |0 1 U v e X x| B~ ¥ - A =1=- Emphasis Heading1 THeading2 TMormal  Strong  Subtitle Tl TNoSpace = | 1 geet
Clipboard k] Font i) Paragraph il Styles k] Editing ~
T SR FUWY TR TNRY FWE FUNY TR YRRT WY TR IR B

3‘|‘1w-1‘|‘§-m1‘

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

YOUR FIRST TB# 1O BRI

first visit to Britain. You can go back to Britzin numerous
as that first visit,

Nothing can ever match the thrill
times, but it is never quite ths

I Vaccinations
I The Flight

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

EHS- CRE Outline [Read-Only] - Word ?2 H - 0O %
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW Signin

o, # Find ~

=2 Cut - - e |t &
B TimesNewRo < |20 <[ A & Aa~ i T == BT saeca AaBl 4aBbC aAdvCc AaBbCa aocer AAD amecer | "
Ep <] | e Reploce
e B o | Fe o fim I - =
o Format Painter | IBN T U - abe 3 x* | R~ ¥ - A = &a-E Emphasis THeading1 THeading2 TNormal  Strong Subtitle Tl TNoSpace [= | I geet
Clipboard k] Font 0] Paragraph k] Styles, L Editing. vy ~

| 3 Click on the marker next to the

ENTRY INTO BRITAIN sub-heading
' and its collapsed text will be
expanded.

§ YOUR FIRSLJIRTP 10 BRI

1 of your first visit to Britain. You can go ba
ite the same as that first visit

i %Enn:v into Britain

i Getting a tovrist Britain is not 2 problem for Australians, so long as they don't intend to stay
- longer than 6 months, the maximun time allowed for tourists

b I Vaccinations

I The Flight

k- Credit Cards

EH S 0D = Outline [Read-Only] - Word 72 ®H - 0O %

0 ‘: T Ol =2 == 2 T smca AaBl 4aBb ) T B '

P o [l7 8 e B2 2 oo e e et 4 Click on the marker to the left of
— ceeee g0 the main heading and the whole

: document is collapsed.

- §,. YOUR FIRST TRIP TO BRITAIN

5 Click on the MAIN HEADING marker again to expand the document.
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EHS- CRE Outline [Read-Only] - Word ? B - 0O %
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Sign in
o Cut b O ey b Find -
~la - - | A A E
| B Wi B - 10 RS =0T gapbca AaBl AaBbC ABbCa saBhCd assocer AAD asBbcar "
Cop ~| | #3cReplace
Paste = A - W, - - - sis T I e | =
z ' Format Painter B I U abe X. X Ay W A 2 i Emphasis  THeading1 THeading2' T Normal Strong Subtitle Title T No Spac... < h Select~
Clipboard & Font 0] Paragraph i Styles & Editing -~
5 [ ERRETNRS FRRT ERETE ST PR SR SRR IR SRR R e s

YOUR FIRST TRIP TO BRI7T
6 Expand all the text for the sub-

headings.

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

Entry into Britain
Getting a tourist visa into Brj
longer than § montig

5040230002,

Vaccinations

Vaccinations are not g

The Flight

‘The flight fromg#iiratia to Britain is one of the longest in the world, over 23 hours depending on
which routsg#h take. British Airways' one stop flight takes 23 hours and 5 minutes - the flight leaves
Sydn e carly evening and stops enly once on the way o London.

Credit Cards

Ifyou intend to rely on credit cards abroad you should never only take one kind - this gives you double
the chance of haviag a card accepted. 1£you use traveler's cheques. always change them in banks
sather that at hotels where you will seceive much less for them.

The Navigation Pane

If you have used styles in your document, the NAVIGATION PANE can be used to quickly

navigate to headings or pages and to move sections of text around the document.
O s

EHd S
HOME  INSERT

Ej D Dl[lomlme 7] Ruler

S = praft Gridlines
Read Print Web

Mode Layout Layout

DESIGN

HEADINGS RESULTS

4 YOUR FIRST TRIP TO BRITAI
Entry into Britain
Vaccinations
The Flight
Credit Cards

5

Views Show
Navigation s
Search document P~ i

/] Navigation Pane

PAGE LAYOUT

Outline [Read-Only] - Word ? @ o x

REFERENCES MAILINGS

Q [‘; [H One Page
Bl FE Multiple Pages

Zoom 100%

REVIEW VIEW

=B O

New Arrange Split
wagov Al

Signin

=

1 Open the VIEW tab of the RIBBON
and turn on the NAVIGATION PANE
check box.

YOUR FIRST TRIP TO BRITAIN

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

2 The 4 headings that were set to
styles are listed in the HEADINGS

Getting a tourist visa i
loager then 6 months, the maximum tims 3

section.
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