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Using Tab Stops

Chapter

12

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
1

A Setting Left Justified Tab Stops

IIIII

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

Document: 4 - Word

ACROBAT £ Tell me what you wan

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

AaBbCcDd | AaBbCcDd | A
1 Normal | No Sp:
5.1 .6.1.7.1.8

....

2 In the HOME tab of the
RIBBON click on the NO
SPACING style so that no

Calibri (Body)
 Format Painter
Cliy

space is inserted after a
paragraph.
i - Documen t4 - Word
ome Insel n ayou eferences eview ey el ACROBAT 0 Tell m~ .una* ,ou war
A A A Al ==& = b asbcgfl Aaby
B I U-a X, X* A-%-A- = - formal 1 f
Te2 0ot 023 5.0 61 1819 P

3 Click Left Justified Tab
Stops at about 4.0, 7.0

Heading 1 Heading 2

Titl
Styles

and 10.0 cm in the Ruler.

Subtitle  Subtle Em...
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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:

Calibri (Body) 11 < A A Aa- A = - =
Paste } 2 oplay. o p - BE= =
© ¥ Format Painter BETEUR S == o XA Al - = =

Clipboard ~ Font ~ Paragra

PRICE

. | 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.

cccccc

o Calibri (Body) 11 - A A Aa- A = .. S
Paste R B I U-ae X, X2 Jli'af/'A' . - T Normal 1 No Spac... Heading1 Heading 2 Title Subtitle  Subtle Em...
i ‘ em we| 2 This has only removed the TAB
: STOPS from the second line, not the
E 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.

12-2 © Guided Computer Tutorials 2019
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C Setting a Right Justified Tab Stop

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

g 1 With the cursor in the second line,
click twice on the TAB TYPE box at
the left of the Ruler to set it to

a RIGHT JUSTIFIED TAB STOP.

0 Calibri (Body) M

paste B I U- .

¥ Format Painter

<Right Tab)

DISCOUNT

2 ClickaTAB STOP at 5.0 cm in the
Ruler.

D Setting Decimal Tab Stops

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

M 1 Click once more on the TABTYPE

.....

T Normal |1 No Spac...

Title Subtitle  Subtle Em...

Heading 1 Heading 2

Paragraph 5] Styles
DA 61789 10 1 2 131 34 15 1 L7 a8

ITEM PRICE Discou

: | 2 Click DECIMAL TAB STOPS at 7.5 cm
and 11.0cm.

© Guided Computer Tutorials 2019 12-3
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E Completing the Table

1 Press the <tab> key once and enter:

Spade

Calibri (Body)

Paste 2 T
B I U-a x; X’ A-¥%-A- Bl= == (=
- * Format Painter = : ’ A V=5

The text should move to the left as
you enter it.

Clipboard ] Font ~ Paragraph

DISCOUNT

2 Press the <tab> key again to move
the cursor to the first DECIMAL TAB
STOP and enter:

$13.65

j T e P e | The decimal point should stay level
" e BT U Ao A e o == a0 b wijth the DECIMAL TAB STOP.
: ITEM PRI DISCOUNT
B spade $13.65|

3 Press the <tab> key again to move
the cursor to the second DECIMAL
P E— TAB STOP, enter:

Insert  Draw  Design  Layout  References  Mailings  Review  View  Help { $ 2 5 O
.

and press <enter>.
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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 TOOL 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.

Document1 - Word

Home ACROBAT 9 Tell me what you want to do

== X cut
S Calibri (Bodly) T4 AaBbCeDd . AaRbCedd AaRh(C AaRh(cl AaB AaBbCcD _AaBhCcDd

o [copy

S B £ 2y A | 3 Highlight the heading and set it to
14 pt, BOLD and a COLOUR.

MAKE BELIEVE HIGH SCHOOL

Inserting the Table

Document1 - Word

ACROBAT 0 Tell me what you want to do

Calibri (Body) 1 - A A Aa- e e = Y o AaBbCcDd| AaBbceDd AaBb(C AaBbCcl AaB AaBbCcD  AaBbCcDd

Faste B I U-ae x, X* A-%-A-

¥ Format Painter

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

Clipboard ~ Font ] Paragraph
EEERRE

MAKE BE HIGH SCHOOL

© Guided Computer Tutorials 2019 13-1



Learning Microsoft Word 2019

- S -_— 2 Open the INSERT tab of the RIBBON
s = e —rr and click on the TABLE icon.
' Page Break - L) Shapes ~ T SmartArt My Add-ins -

Pages ’2“3 Table Hlus!rzatlon‘s‘ - o~ - - - Addr\:s -
(i
. i : 3
: us — 3 Move the pointer across 2 columns
: in the grid and down 3 rows to

: 2 o MAKE BELIEVE HIGH SC highlight a 2 x 3 table (a’live
5 e preview'is provided) then click the
. mouse button.

V] Header Row First Column

[ | Total Row [ ] Last Column

V| Banded Rows || Banded Columns

Table Style Options

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

MAKE BELIEVE HI

Changing Column Widths

The widths of columns can be adjusted.

1 Move the pointer over the border
at the centre of the table until
it changes to a cross hair with
horizontal arrows.

V] Header Row First Column
I TotalRow  [] Last Column

V| Banded Rows || Banded Columns

Table Style Options

MAKE BELIEVE HIGH SCHOOL
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Document1 -

Design layout  References  Mailings  Review  View

Help  ACRO

V] Header Row First Column

2 Drag the border to the left so that
COLUMN A is 4 cm wide.

" TotalRow ] Last Column

! Banded Rows | | Banded Columns

Table Style Options.

N MAKE BELIEVE HIGH SCHOOL

~_ |

3 COLUMN B is now much wider. i

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 cell.

L Tell me what you want to do
V| Header Row [V First Column

o\
__ g B
Total Row ] Last Column

------- P

SIID|EEEEE| ept—— -
- | = S EEE Shading | Border
¥ Banded Rows [] Banded Columns. <

Table Style Options

= Borders
Styles - i Pen Color o

- e REEN, EEETX | 1 Drag the I-BEAM across the top two
. cells to highlight them.

MAKE BELIEVE H

Document1 - Word

Review View Help ACROBAT

ra esign ayou eferences esign u what you want to do
o e

cE R REEEE \ :

) X ¥

— =
=8 A3 ﬁ Al
= = —— yA
Select  View Properties Delete Insert Insert Insert Insert Autofit - . Text  Cell Sort
- Gridlines Above Below  Left  Right - Width: 159 cm [T Distribute Colum| —] [ Direction Margins
Table Rows & Columns [ % Merge 5 Alignment
.‘2‘\‘1wm;f Merge Cells e 7 1301 WG 15 B 7 s
Merge the selected cells into one
cell
~

2 Open the TABLE TOOLS - LAYOUT

: VIAKE BELIEVE HIGH SCHOOL tab in the RIBBON and click on the
: MERGE CELLS icon to combine the
| | two cells into one.
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Document1 - Word

File Home  Insert  Draw  Design  layout  References  Mailings  Review  View  Help  ACROBAT  Design [EVCUSN O Tell me what you want to do
— y e — : o0 = — —

L I ‘ > H j il Height: 043 cm - [ Distribute Rows i o A—:’i ‘ A

\ 72’ —)—( L 2 ‘ S = = = = S Z

Select  View Properties Delete Insert Insert Insert Insert split  Split AutoFit _ PR T — = Text Cell Sort
Gridlines - Above Below Left  Right Cells  Table - e Width - -
Table Rows & Columns & Merge 3 CI' k H h ” d 5
) s R ick in the top cell and enter:

Yard Duty Roster, 15 October 2020

Yard Duty Roster, 15 October 2020

Document1 - Word Table Tool

Design Layout O Tell me what you want to do

Insert  Draw  Design  layout  References  Mailings  Review  View  Help  ACROBAT

4 Highlight the text and set it to
12 pt, BOLD, a COLOUR and CENTRE
to centre the text across the two
columns using the HOME tab or the
MINI TOOLBAR.

MAKE BELIEVE HIGH SCHOOL

Yard Duty Roster, 15 October 2020

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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14

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 or close the current file, click on the FILE tab
and select OPEN.

2  Browse to the WORD 2019 SUPPORT FILES folder, open the CHAPTER 14 folder and
load the file:
Client Letter

as a READ-ONLY document.

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

1 Read through the letter to become familiar with it.

AutoSave (® off) O (] = B s Client Letter - Read-Only - Saved to this PC

File Home Insert Draw Design Layout References Mailings Review View Help ACROBAT O Tell me what you want to do

X - . - i _
ﬁ”] TimesNewRoman  -[12 = A AT Aav Ay | =iz i=- = = 4]
@

<Y Format Painter

2 Position the cursor at the beginning
e of the second blank line after the
Dear Valued Client: ﬁrSt pa ragra ph-

Paste

B I U-a x ¥ A-2-A- [ = == 1= 6-

Clipboard ~ Font

o (All prices include GST)

Please do not hesitate to contact our sales staff for advice on your office, business, school or personal
computer use.

© Guided Computer Tutorials 2019 14-1



Learning Microsoft Word 2019

AutoSave (@ off) (O) 0 = 2} s Clientiase-

3 Open the INSERT tab of the RIBBON

. .
File Home Insert References Mailings and Cllck On the TABLE ICon.
Cover Page * o
B 9 @ S Get Add-ins ) —_— maN|
[ Blank Page Ures () 3D Models ~ fn! Screenshot - [1 Bookmark B Footer - A WordArt ~
= Table Online Comment Text
= Page Break - O Shapes - T SmartArt EJ My Add-ins Video [T Cross-reference [®) Page Number - Box- AZ
Pages 4x5 Table Illustrations Add-ins Media Links Comments Header & Footer Text
v Zw‘lw‘;"w‘l‘ 200 34516171 B 1 0. 1 100 | Q0o | 12 0 1301 14 0 150 1 16+ 1o e | 18 |
Dear Valued Client:

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

R

I range with special deals for bulk purchases;
al of the discounts now and pay I

i Some of (heTPewedagyoffer arc 4 Drag across so that 4 columns are
Draw Table

8 —~~ highlighted then drag down so that

@ Excel Spreadsheet

3 quek b : 5 rows are highlighted.

0100

14131 12

(All prices include GST)

AutoSave (® off) 2O 0 = B s Client Letter - Read-Only Table Tools
File Home Insert Draw Design Layout References Mailings Review View Help ACROBAT Design Layout O Tell me what you want to do

& o - -

[v] Header Row [V First Column

[] Total Row [ ] Last Column EEEEE - - = s pt -
EEEE - = = Shading | Border Borders
Banded Rows [ ] Banded Columns Styles - L Pen Color - -
Table Style Options Table Styles Borders 5
9 211 \WE‘/‘ 1 2 I 3 \‘QE 5 6 70 8 9 10 1 12 8. 13 140 15 1 16 (E17| 18 |

Dear Valued Client:

With the end of the year fast approachig 5 When you CIiCk the mouse bUttOn a

December as a discount month. There

4 x 5 table should be inserted.

L1009 B

s

14

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

Client Letter - Read-Only

File Home Insert Draw Design Layout References Mailings Review View Help ACROBAT Design Layout O Tel g

[v] Header Row v/ First Column
[ I Total Row [ ] Last Column
[v] Banded Rows ] Banded Columns

Table Style Options

. o ; 7 ©16 ¢ 817 ¢ 18
- Dear Valued Client:
- 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
3 advantage of the discounts now and pa;
Some of the specials on offer are: A= A
. . 7 Atthe moment the cursorisin
. . COLUMN A (the first column) so its
5 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.

5 = - I 1 Move the pointer over the border
T o o T mt T W e T W between COLUMNS A and B until
it changes to parallel lines with
horizontal arrows and drag the border
bear Valued Cliont: to the right so that COLUMN A is
With the end of the year fast apglloach 5.0 cm wide.

- range with special deals for bullff purchases.” We can also arrange finance for those wishing to
2 advantage of the discounts n
Some of the specials on offer

- i | |
: A | |
: \
E \ 2 The width of the COLUMN B will be
: of  reduced.

[/ Total Row  [_] Last Column
[] Banded Rows [ Banded Columns
Table Style Options Table Styles

L 200 01 LB 12000341 R
o] fa

e
and pay later. I'm sure you will find our terms very competitive.
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AutoSave (® off) D 0D 0 B B B - Client Letter - Read-Only Table Tools

File Home Insert Draw Design Layout References Mailings Review View Help ACROBAT Design Layout O Tell me what you want to do

% @ % @ E% Ejﬁ Q_ZH HE—) % @ % ﬁ I Height: 045 cm - [OF Distribute Rows' g g g Ai @ é
Text  Cell Sort

Select View Properties | Delete Insert Insert Insert Insert Merge  Split  Split AutoFit

S N
Gridlines - Above Below Left  Right Cells  Cells  Table —=Width: |3.98 cm . [RLTDIStBUte Columns:

I [ [ Direction Margins

N
Table Rows & Columns = Merge Cell Size Alignment
L 2 i # 1.0 .23 4. 1851 6.1 .7 1.8 'E5  Distribute ColNgns |15 1 16 ([E470 1 181 |
) . Distribute the widW\of the selqted
Dear Valued Client:

columns equally betNgen them!

8.

With the end of the year fast approaching, we are pleased to announce tINt we \re setting aside
December as a discount month. There will be huge price reductions available\gn ou\entire product
range with special deals for bulk purchases. We can also arrange finance for t
advantage of the discounts now and pay later. I'm sure you will find our terms
Some of the specials on offer are:

ry\gompetitive.

3 Highlight COLUMNS B, Cand D and
@i click on the DISTRIBUTE COLUMNS
icon in the TABLE TOOLS - LAYOUT
tab.

[IRR NIRRT P (R T IS T )

NOTE:

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.

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

Entering Data into the Table

The data can now be entered into the table.

A The Headings

AutoSave (® off) D D 0 B B OB - Client Letter - Read-Only

File Home Insert Draw Design Layout References Mailings Review  View  Help ACRORAT- Racian . O Tat

N EB B EBE@EBE ] HEB B oell Clickincell Al and enter:

Select View Properties | Delete Insert Insert Insert Insert split  split AutoFit —
Gridlines ~ Above Below  Left  Right Cells  Table - —=Widd

Table Rows & Columns = Merge
L 2 1.1 & I 112 3 4. 1188

Equipment

Dear Valued Client:

8

With the end of the
December as a di,
range with spegé

r fast approaching, we are pleased to announce that we are setting aside
nt month. There will be huge price reductions available on our entire product
deals for bulk purchases. We can also arrange finance for those wishing to take
e discounts now and pay later,

¢ specials on offer are: 2 Press the <tab> key to move the
Equipment Brang cursor to cell B1 and enter:

Brand

[IRR AR R T (S T IS T )

(All prices include
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Using Sections

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 that page in one column.

Sections Within Pages

A Loading a Sample File

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

2 Browse to the CHAPTER 15 folder of the WORD 2019 SUPPORT FILES, open the file:

Sections

as a READ ONLY file.

B Creating the First Section

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

- Read-Only - Saved to this PC

File Home Insert Draw Design Layout References Mailings Review View Help ACROBAT O Tell me what you want to do

& . - = = = =] =
FLEI . TimesNewRoman <12 - A AT Aam Ao | E IS T E= E 4L T aBbcepa AaBbC AaBbCeDd, AaBbCede Assbced A QB Aambcend
K]

Paste
© < Format Painter

I U-% x, £ A-2-A-| === = &- . Emphasis  Heading 1 | 1 Normal | Strong Subtitle Title  1No Spac...

Clipboard ] Font ] Paragraph 5] Styles
X [ . [ .

1 Position the cursor at the beginning
of the first paragraph.

- THE

Jiapan is becoming a very popular honeymoon destination for couples looking for beautiful
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.
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AutoSave (® off) = < Sections - Read-Only - Saved to this PC

File Home Insert Draw Design Layout References Mailings Review  View  Help ACROBAT O Tell me what you want to do

E [‘*D [E = Breaks ~ Spacing : E = 5 2 E’E EAHQW.

Margins Orientation ~ Size  Columns 3efore: 0 pt

2 Open the LAYOUT tab of the
RIBBON, click on the BREAKS icon

and select CONTINUOQUS in the
SECTION BREAKS section.

I H :“:

Mark the point at whicly
and the next page begins.

Page Setup
Column
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 text

Breaks

P
e
2
o
3

TE [ i &

Next Page
Insert a section break and start the
section on the next page,

1o

Continuous
Insert a section break and start the new R L . .
section on the same page. >coming a very popular honeymoon destination for couples looking for beautiful
Even Page T} endly people, different cultures, excellent shopping and high class restaurants. It can
Insert a section break and start the new  ‘ed a country of extremes, modern, high tech. cities to remote hideaways, unspoiled
section on the next even-numbered page. d ancient landmarks.

AutoSave (@ off) 9 0D 0O B B ® - Sections - Read-Only

File Home. sert Draw Design Layout References Mailings Review View Help ACROBAT O Tell me what you want to do

S oAar A T 4aBbCcDa AqaBh(C |AaBbCeDd| AaBbCeDi AaBbCcD AaB AaBbCcDd
Paste Lo~ Emphasis  Heading 1 | T Normal Strong Subtitle Title 1 No Spac...

<Y Format Painter

e 3 Open the HOME tab of the RIBBON,
click on the SHOW/HIDEY icon and
: the SECTION BREAK should be

4 ! THE-LAND- visible.

N 1

Japan-is-becoming-a- very- popular-honeymoon- destination- for- couples-looking: for- beautiful-
scenery, friendly people, differentcultures, excellent shopping-and-high class restaurants. Tt can
be-considered-a-country-of-extremes, modern, -high-tech. cities to-remote-hideaways, unspoiled-
beaches-and-ancient-landmarks.

1

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

4 Click on the SHOW/HIDES 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 GregBowden . © ® .7 - O X

Info

Sections
Desktop » Word 2019 Support Files » Chapter 15
& Upload

{B share @ Copy path £ Open file location

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

Protect Document Properties -

8 To prevent accidental changes, this document has been set £ open a5 ead-only. size 1968
i

Total Editing Time 4 Jggs

Inspect Doc
N 8

ument
Before publi his fi

this file, b

Related Dates
LastModified  Today, 1:45 PM
Created 5/11/2013 452 PM
Last Printed

ustom XML data

Manage Document

) There are no unsaved changes.

Related People
Author
G GB

Last Modified By
Y GB Greg Bowden

Related Documents

[T Jopen Fie Location

Show All Properties

Word Options ? X
General Chart |() Sections - =
Display [7] Properties follow chart data point(

Proofing Show document content
Save [[] show background colors and images 2 Open the ADVANCED Category,
Language E z:ow téx! wraplpedhww:m t.he document window ScrOI I to the S HOW DOC U M ENT
Ease of Access ow picture placeholders ® .

remer—— CONTENT section, turn on SHOW

Advanced (f‘¢‘ b

[ Show bookmg
Customize Ribbon -
| [Show text boundaries|

k A Toolb:
Quick Access Toolbar (] Show crop marks

TEXT BOUNDARIES and select OK.

AutoSave (® off) 2 UL Nhh B = - Sections - Read-Only

File Home Insert Draw Design Layout References Mailings Review View Help ACROBAT O Tell me what you want to do

oy - == o
0 Times NewRoman ~ -/12 - A AT Aa- B = - iZ -

m@

<Y Format Painter

= E 4L T asscens AaBbC AsBbCedd| AaBbCeDe Assbeed A QB Adsbcen

Paste Emphasis___Heading 1_1 1 Normal Strong Subtitle Title 1 No Spac...

B I U-w% x ¥ A-2-A- = = =[5 15 0-

. 7 3 The SECTION BREAK and
PARAGRAPH BREAKS are displayed.

Clipboard ] Font 5 Paragraph

A 4
T LAXD OF THE RISING SUN

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

cenery, friendly people, different cultures, excellent shopping and high class restaurants. It ca
be considered a country of extremes, modern, high tech. cities to remote hideaways, unspoiled
beaches and ancient landmarks.

S5l 4 1302011 [

Tokyo, the capital is one of the great cities of the world. Busy, vibrant and exciting, yet,
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D Completing the Banner

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

AutoSave (® off) 9 0 Nh B =

File  Home Insert w  Design  layout  References  Mailings  Review  View Help  ACROI

o B B R OBl o By

S e g T 0wt 1 Open the INSERT tab, click on

i —— H LoD AL LS S the SHAPES icon and select the
: f:i;j RECTANGLE shape from the

; é:mgmma RECTANGLES section.
. precansey 70600000  THE LAN

- @¢odOor Ly roO0a

AutoSave (@ off)

B 9 U bh & @&
File  Home Insert Draw Design layout References  Mailings Review View Help ~ ACROBAT O T

Bilcorerbesel @ k\_‘A;I F@ r(‘) tg @ % d:l] 4‘_ H Get Add-ins l:é

[ Blank Page
Table Pictures Online Shapes lcons 3D  SmartArt Chart Screenshot
- Pictures - Models ~ - EdMyAddins = yigeo

2 Drag arectangle around the
heading between its paragraph
breaks.

= Page Break

Pages Tables. Illustrations

THE LAND OF THE RISING SUN

[lapan is becoming a very popular honeymoon destination for couples looking for beautiful
scenery, friendly people, different cultures, excellent shopping and high class restaurants. It can

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

BLUE and the SHAPE OUTLINE to NO

OUTLINE.

File

Home Inset Draw  Design

NNOOo O £X. Edit Shape - — £ shape Fill - A 1 I~ [ Position - (03 Send Backward - 1
ENND00 e (=) @@ - o A SR = = - roremt
It
& shape Effects - A- @ Text JBring Forward - 7iffsend to Back

=J send Behind Text

Insert Shapes Shape Styles v WordArt Styles Text Accessibilty

., & [ 4 Click on the arrow next to the SEND
BACKWARD icon and select SEND

sapan s bcoming 1 vy s bonesmon dosil - BEHIND TEXT so that the text is
visible through the rectangle.

scenery, friendly people, different cultures, excellent s|

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, and they can be applied
to text at any time. You can use PRESET STYLES provided by 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 or close the current file, click on the FILE tab
and select OPEN.

2 Browse to the CHAPTER 16 folder within the WORD 2019 SUPPORT FILES folder.

3 Select the GOLF RULES file and open it as a READ ONLY file.

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.

Autosave (8 o v U D BB -

<<<<<<<

Past . -
aste u - X, X ° N s = = = N N

EX A IR TRy 4 nseR..  Book Title

2 Click on the MORE icon in the
v STYLES group of the HOME tab, try
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.

Golf Rules - Read-Only.

File  Home Insert Draw Design Layout  References  Mailings  Review  View Help ~ ACROBAT O Tell me what you want to do
‘*’—" X cut
[ copy

< Format Painter

Times New Roman MEFI

= 8l a

saphrane AaDIC Laspicani snnean sanhcan AR spucand i

1 Highlight the first sub-heading,

BT U~ x X A-2 = = = = ;=

LOCAL RULES, then set its FONT SIZE
. to 12 ptand its STYLE to BOLD and
: ITALIC.
- MA

1 A ball lying 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.

- Read-Only
file Home Inset Draw  Design Llayout References  Mailings  Review View Help  ACROBAT O Tell me whatyou wantto do & Share
o Koo - Oind

0 ® TimesNewRoman  + 12 = A" A" Aa- Ap ABbC |AaBbeedd aspbceny assbeed A B Abeeds assceva sasbcena aasbcena N

Copy & Replace

Past i 5 o Do Ao eading1 | TNomal | Swong  Subtitle  Tile  TNoSpac. SubtleEm Quote

© < Format Paint B Y- x X A-2-A B Select -

aBbCeD. AaBbCEDG
Clpboard F

MANICURE GOLF CLUB

—— ‘ 1 Click on the MORE icon in the
STYLES group of the HOME tab and
select CREATE A STYLE.

1 A ball lying outside any boundary fence is out of bounds.
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Create New Style from Formatting ? X

Name:
Sub-Head e

Paragraph style preview:

2 Call the style:
Sub-head
and select OK.

Stylel

AutoSave (® off) L L 0NN B B R - Golf Rules - Read-Only

File  Home Insert Draw Design layout References  Mailings  Review View Help  ACROBAT 0O Tell me whatyou want to do

<1 X Cut
[ copy

< Format Painter

T AaBbCeDa AaBbC AaBbCeDd AaBbCeDi AaBbCel AaBbCcD AaB AaBbCeDd  daBbCeDa
o - . Emphasis  Heading 1 1 Normal Strong | Sub-Head |  Subtitle Title 1 No Spac... Subtle Em.

TimesNewRoman |12 - A" A" Aa- Ao | i=

B I U-a x x A-2-A- =

Clipboard d Font s Paragraph = Style}
L E I I I IRt 2003 1415 61718 9.1 10 11112113 FERRED, N T

3 The SUB-HEAD style is added to the
STYLES group of the HOME tab.

MANICURE GOLF CLUB

Local Rules

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

C Applying the Style

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

LW OO Dh B B R O- Golf Rules - Read-Only
File Home Insert Draw Design Layout References  Mailngs  Review ~View Help  ACROBAT O Tell me whatyou wantto do
[QV & cut
[ copy

< Format Painter

E 5L T ambcepa AaBbC ABbCeDS AaBbCeD: | aBbCel Aasbeed AA B Amicedd dasscena

Sub:Head | Subtitle Title 1 No Spac.. Subtle Em
b

Times New Roman sz A AT Aar A

B I U-a x ¥ A-2-A- . ¢ - .  CEmphasis Heading1 TNomal  Stro

Styles.
[RECERRE R ERRE T, T

Clipboard = Font

MANICURE GOLF CLUB

1 Highlight the second sub-heading,

N Local Rules
1 A ball lying outside any boundary fence is ouNyf bou B R E A C H O F R U L E S t h I . k
2 Hazards: The only hazards are: ’ e n C I c o n
. (A)  Any well-defined bunker.
(B)  Lateral water hazards on the fi

SUB-HEAD in the STYLES group of
the HOME tab.

(C)  Water hazard on the ning

Staked Trees: Ifa
must be lifted, withoy
hole.

fee interferes with the pla
and dropped two club lengths

Breach of Local Rules

1 Stroke Play: Two stroke penalty.
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L LD 0NN B B - Golf Rules - Read-Only
File  Home Insert Draw Design layout References  Mailings  Review  View Help  ACROBAT O Tell me whatyou want to do
< X cut - _
o 0 Times New Roman Sz s A A Al A = T daBbCeDa AaBb(C AaBbCeDd AaBbCeD AaBbCel AaBbCcD Aa]j AaBbCeDd  daBbCeDa
Ce
paste L CoPY BT U-® x X A-2-A- = Emphasis  Heading 1 1 Normal Sub-Head |  Subtitle Tite  1NoSpac.. Subtle Em.
< Format Painter 2 = =
Clipboard s Font Styles
. EXN N 1oz 3014 IO IRRE IR IR, | 0
- MANICURE GOLF
; Local Rules
: o e 9 Highlight the third sub-heading
2 Hazards: The only hazards are U
: (A)  Any well-defined bunker.
(B Lot wae s o e COURSE ETIQUETTE, and apply the
- (C)  Water hazard on the ninth ho, ’
3 Staked Trees: Ifa staked tree i SUB—H EAD tyl t
. must be lifted, without penalty and d S e O It'
- hole.
- Breach of Local Rul
1 Stroke Plag#Two stroke penalty.
< 2 Matgyflay: Loss of hole.
- Course Etiquette
g 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

Golf Rules - Read-Only

tosave @
il Home Insert Draw Design Layout Referenc Mailings ~ Review View Help  ACROBAT 9 Tell me what you want to do % Share &3 Comment ts
K ca . - Prind -

0 B Tires New Rom Jiz - AN AR ECEC T E E ST sasscepa AaBbC AaBbCeDI AaBbCeD: |daBbCel| Assbced AAA B aBbcens aasscena amscen. | & o a

o . Replace

i 3 TI A-2- A = — Emphasis Heading1 TNomal  Stong | SubHead | Subtie  Tile  1NoSpac.. SubtleEm.. IntenseE Dictate

< Format Painter a == -

cipboard ses
900080000 O A

MANICURE GOLF CLUB

Local Rules

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

| 1 Click on the STYLES icon at the right
of the STYLES group in the HOME
tab.

Hazards: The only hazards are:
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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 or close the current file, click on the FILE tab
and select OPEN.

2 Browse to the CHAPTER 17 folder of the WORD 2019 SUPPORT FILES and open the
file:
Table of Contents

as a READ ONLY file.

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 for the Main Heading.

11 Highlight the first line: PLANNING
r———— | YOURFIRST.. then set the FONT SIZE
o SRR L il 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.

Entry into Britain

Getting a tourist visa into Britain is not a problem for Australians, so long as they don't intend to
stay longer than 6 months, the maximum time allowed for tourists.
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o) 5 U D B B B - PR
File  Home Inset Draw Design Layout References Mailings ~ Review  View Help  ACROBAT O Tell me what you want to do & Share
L\D 4 Cambria (Headings) =18~ A A" Aa~ Ay IS Aal AaBbC |AaBbceDd. aaBbeed assbeeo A A B aBvceps sasscene an }?H"d
paste LCOPY B U= Ao A = Em Heading 1 | 1 Normal Titl No Spac... Subtle Em. G e
< Format Painter = X = = I select -
Clipboard 5 Font 1o Editing
b o
A, create astyle
B Ao Clear Fimatting
- A, Apply Stles
PLANNING YOUR FIRST TRIP TO BRITAIN
~ Nothing can ever match the thrill of your first visit to Britain. Yo
times, but it is never quite the same as that first visit. | 2 Cllck On the MORE |C0n at the I’Ight
of the STYLES group of the HOME
tab and select CREATE A STYLE.
Create New Style from Formatting ? X
Name: 3 Enter the name:

Main Heading 6

Paragraph style preview:

Main Heading

Style1 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.

Autosave (@ or) Y O D B B B - Table of Contents - Read-Only

File  Home Insert Draw Design layout References  Mailings  Review View Help  ACROBAT O Tell me whatyou want to do

< ut o o = = = = =
?“ Combria (Heading) |18 - A AT Aa- Ao IS T = E 4L T samcens AaBbC AaBbi AByreDs sk gt . f:""‘
G Replace
Poste COPY Bl U-e x ¢ A-2-A- | Bll= Emphasis  Heading 1 |Main Hea. 7 e
< Format ainer u ] A (5 i B Select-
cipbowd : - g
. T S e W
- PLANNING YOUR FIRST TRIP TO BRITAIN
~ Nothing can ever match the thrill of your first visit to Britain. You can go back to Britain Main Headthg:

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

Entry into Britain

NOTE: This has automatically recorded the style as a PARAGRAPH style and set
the highlighted text to that style in one step.
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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 drawn in
Microsoft Excel directly into Microsoft Word.

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

File  Home Insert ~gm - . References Mailings ~ Review  View Help  ACROBAT O Tell me whatyou

| 2 Open the INSERT tab of the RIBBON

B cover Page - @ F‘I:'l E‘é L_C‘) tb} » r — Lmk - . X
Dot | s i i s @MQWWW e — and click on the CHART icon to open

e . 7 ] theINSERT CHART dialogue box.

The chart types are listed at the
left, select COLUMN, click on the
CLUSTERED COLUMN chart and

select OK.

toSave
File  Home Insert Draw Design Layout References Mailings ~ Review  View Help ~ ACROBAT  Design  Format O Tell me what you want to do
& = il
i ST I Bkl o b - L
Add Chart  Quick Change I il bl =Sk Rk UL O I Switch Row/ Select  Edit Change
Element - Layout~ | Colors - Column  Data Data~ Chart Type
Chart Layouts Chart Styles Data Type
sssss
Chart Title —
s +

4 The chartis plotted and sample data
displayed in a datasheet pane.

Category 1 Category 2

m Series,

eries
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The Datasheet Pane

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

e 2

Select all Legend
cells button Values

1 Series1 | Series2 Series3
2 |Category1 4.3 24 2
3 |category 2 2.5 44 2
4 |category 3 3.5 1.3 3
5 ICateguryt‘l 4.5 2.8
6
1 3
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 DATASHEET pane and Microsoft Word will plot
the chart for us.

Chart in Microsoft Word 1 Click on the CATEGORY 1 label in
cell A2 of the DATASHEET pane and
A B C D E F G enter:
1 eries eries Srcsd
2 [wages ‘s 14.3 - 22.4 . 2 Wages
3 Category 2 2.5 4.4 2
Slowons 45 28 | This is the first X-Axis label.
6
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Adding Charts to Documents

File

h&E %

Add Chart Quick
Element - Layout ~

Home

Change
Colors ~

Chart Layouts

Insert  Draw  Design  Layout  References  Mailings ~ Review View Help ~ ACROBAT  Design  Format O Tell me what you want to do
’ ' V. s M| |
R B . 1] [
btk b b bl & == bl Lh Iln‘.lglhl b b n Switch Row/  Select  Edit Change
Column ata  Data Chart Type
Chart Title ~
3000 +
2500 s
, ] -
2 Press the <tab> key to move the
cursor to cell B2 then enter:

2482
2765
2783

eeeee
| 2 |wages

3 Category 2 25
4 Category 3 35
5 Category 4 45
6

|«

<tab>
<tab>

File

h&E %

Add Chart Quick
Element - Layout ~

Home

Change
Colors ~

Chart Layouts

The chart should adjust as you enter each value.
plotted in different colours.

The values are

Insert  Draw  Design  Layout  References  Mailings ~ Review View Help ~ ACROBAT  Design  Format O Tell me what you want to do
. . o @ Th
Wbl bl ol BieE bk Tkl oo -8R g i
i 1 il il 22£E & 34 s i ol [ l Switch Row/ Select  Edit Change
Column  Data  Data~ Chart Type
Chart syl oota e
[ R TR R SR R RERE ANRY R EARE TR SRS TERT TR SRRE s
Chart Title o
3000 +
2500 s
2000 Y
1500
1000
s00

Click in cell
row of valu
They are th
month.

eries

4 Category 3
5 Category 4
6

A3 and enter the next
es for the RENT costs.
e same ($800) for each
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file  Home Insert Draw Design Layout References  Mailings Review View Help ~ACROBAT  Design  Format 0 Tell me whatyou want to do
z © : » oD D
1 b kbl b - 4z .
gHY UL -1l Switch Row/ Select  Edit Change
Column  Data Data~

AddChart Quick | Change o bt i o 1t
Chart Loyouts Chart tes vata Type

Element - Layout = | Colors ~
EEEE 10200304015 617 8.1 91 101 a1 12t 1300 140 1 o150 o AUIAZA 18

Chart Title

Z

Wages Rent >
mSeries 1
o W

2000

2500

<IN B

2000

| 4 Enter the third row of values for
the POWER costs (1275, 1141,
1738).

eeeee

5 Category 4 45 28

6

file  Home Insert Draw Design Layout References  Mailings  Review View Help ACROBAT  Design Format 0O Tell me what you want to do

& @D pm i il 252 O

AddChart Quick | Change o bt i o 1t

9
Element - Layout = | Colors ~ ta  Data- Chart Type
Chart Layouts Chart Styles Data Type
2 10200304015 617 8.1 91 101 a1 12t 1300 140 1 o150 o AUIAZA 18
- -

— 5 Enter the month names for
the values you just entered in
: cells B1,C1 and D1 (May, June,

July), then press <enter> to
accept the labels. These are

the LEGEND labels.

1500

1000

2 Wages
3 Rent
4 Power
5 Category 4 45 28 5,
6
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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 (cells) and insert text and/or graphics into those blocks.
To illustrate Word’s publishing capabilities the following document will be created.

9
q°)
7,
-
o
L.
¥y
2
)
.
T,
o
o
-
o

PARRY & SYKES
REAL ESTATE

HIGHTON

Just Listed, this sound home
offers 4 good-sized
bedrooms, comfortable
lounge, central kitchen, plus
family room. Excellent
parking makes this a most
appealing home. Call now
for your inspection.

Asking only $528,000

BELMONT

Delightful BV home in a
most desirable street,
featuring 3 bedrooms each
with BIR, study, updated
kitchen, tastefully decorated
lounge with a northerly
aspect. Your inspection is
highly recommended.

Priced to sell at $508,000

HIGHTON

Low maintenance home in a
quiet court handy to the
Highton Shopping Centre.
Very good condition inside
and out with many internal
improvements. New carpets,
well established garden and
double garage.

Special Price $532,500

BELMONT

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

Reduced to $495,000

225 High Street, Belmont, Ph: 03 5243 8852
AH: Graeme Parry 0410 489 259, Rebecca Sykes 0410 590 389
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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
P R R B
N A
Paper : 3
Edge\ 5
C D
Print //Y 24.6 : 29.7
A : cm : cm
rea : : A 11
13
E F
15.9cm v: 19
21.0cm

19-2 © Guided Computer Tutorials 2019



Publishing Tasks 1 9

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.

AutoSave (® off)

File Home Insert Draw Design Layout References Mailings Review View Help ACROBAT

@ [QD [E = Breaks - Spacing : IE n ol

17 Line Numbers - > 1 ZBefore: 0 pt

Margins Orientation = Size

- ﬁéAfter: 10 pt

2 Open the LAYOUT tab of the

L D IZ-?.t_’t:;'cmx27.94 cm
[] 2 e RIBBON, click on the SIZE icon and
- L e erc set the PAPER SIZE to A4.

E 0%
- 21 cm x§.7 cm

|:| A5
148 cm x 21 cm

AutoSave ‘.E ) Z) O D

File Home Insert Draw Design Layout References Mailings Review View Help ACROBAT

I8

Margins Orientation  Size

“3 . = Breaks - Indent Spacing E
. g = B

3 Click on the MARGINS icon and
select the NORMAL margins.

Ol
- b‘_é' Hyphenatio

: ﬁéAfter, 10 pt

Last Custom Setting F
Top:  35cm Bottom:3.5 cm
Left  35cm  Right: 3.5cm

Paragraph

Normal
Top: 254cm Bottom:2.54 cm
Left  254cm Right: 2.54 cm

Narrow %
Top: 127 cm  Bottom:1.27 cm
Left: 127 cm Right 1.27 cm

m] =i [=i

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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B 9 U D B ®

file  Home Insert Draw Design Layout References  Mailings ~ Review ~View Help ~ ACROBAT O Tell me what you want to do
e OEe . AN _mAee =
S om— ooy | WRBE Sce e " W Ngew

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

2 Click on the FILE tab and select OPTIONS.

Word Options ? X |

General Chart () Document3 >

Display

3 Open the ADVANCED category,
scroll to the SHOW DOCUMENT

0 ‘ CONTENT section and turn on

s SHOW TEXT BOUNDARIES.

Customize Ribbon

V] Properties follow chart data point @

Proofing Show document content < mmm—

Save

Show background colors and images in Print Layout view

Language Show text wrapped within the document window

Quick Access Toolbar

4  Select OK to return to the page.

B Saving as a Compatible Version

Microsoft Word 2019 just shows paragraph breaks instead of page margins as in earlier
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
« v A « Storage > Word Processing v O Search Word Processing Vad
v - 2 Access your WORD DOCUMENTS
Organise ~ New folder == *-
= This PC ~ Name - Date modified T fo I d e r-
m Desktop No items match your search.
“ Documents

4 Downloads

P Musi 3 Name the file REAL ESTATE, set the

. v o< >
Pirtiirac

File name: | Real Estate g z’ SAVE AS TYPE bOX tO WORD 97 -
S o type: o 72003 Do s 2003 DOCUMENT and click on SAVE.

Authors:  Greg Bowden Tags: Add a tag

[]Save Thumbnail

A Hide Folders Tools ¥ Cancel
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Mail Merging

An important feature of a word processing program 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.

' AutoSave (® off) @) ] = B2 K4 s Document4 - Word

File Home Insert Draw Design Layout References Mailings

M B B0 B

Envelopes Labels Start Mail = Select
Merge - Recipients ~

2 Open the MAILINGS tab of the
RIBBON, click on the SELECT
RECIPIENTS icon and select TYPE A
NEW LIST.

Create = Type a New List...

L. Use an Exist% List...

= A= Choose from Outlook Contacts...

© Guided Computer Tutorials 2019 20-1



Learning Microsoft Word 2019

New Address List ? X

Type recipient information in the table. To add more entries, click New Entry.

j‘Ti(Ie ~[First ... ~[Last ... ~[Comp... ~[Addre... ~[Addre... ~[City__~[State_ ~[zIP C... ~[Count... ~[Home... ~[Work ... ~[E-m]
5

\ 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
CUSTOMIZE COLUMNS button.

<

New Entry Eind...

Customi;olumns . Cancel

Delete Entry

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 those that are needed in this case, so
some will be deleted.

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

Customize Address List .7 X

Field Names

Title

First Name
Last Name

Rename...

Company Name
Address Line 1
Address Line 2

City
Microsoft Word X 2 Select YES to the DELETE warning
/m/ message.
0 When you delete field ‘Company Name', any information g will also be deleted.
OK Cancel
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Mail Merging

3 Repeat steps 1 and 2 to delete:
City

Customize Address List 2 X
Eield Names
Title R
First Name
Last Name $ ,ﬁ
Address Line 1 Delete |
Address Line 2
State Rename...
ZIP Code
Move Up
Move Down
OK 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.

Customize Address List

Eield Names

Title
First Name

Add...

1 Click on ADDRESS LINE 1 and click
on RENAME.

Last Name

Address Line 2

State

ZIP Code
Rename Field

Change field name

From: Address Line 1

Delete

2 Enter: Street

Street k

To:

oK

Cancel ‘

and click on OK.

Customize Address List

Eield Names

Title
First Name
Last Name

3 Rename ADDRESS LINE 2 to SUBURB

Street
State
ZIP Code

Rename Field

Change field name

To: Suburb

I
?
From: Address Line 2, }

and select OK.
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Customize Address List

Eield Names

Title

First Name
Last Name
Street

Rename Field
Change field name

From: ZIP Code

To: Postcode

Add...

Delete

Rename...

Cancel

4 Rename ZIP CODE to POSTCODE
and select OK.

D Adding Extra Fields

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

Eield Names

Title

First Name
Last Name
Street
Suburb
State

Add Field ?

Type a name for your fi

Add...

1 Click on the ADD button, enter:

Delete

Rename...

X

Contribution
in the ADD FIELD box and select OK.

Contribution Move Up
oK Cancel
Customize Address List ? X
Field Names
Title Add...
First Name
Last Name Delete
Street
Suburb
State Rename...
Postcode
Contribution
Move Up
Move Down

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.

3 Click on OK to complete the field

adjustments.
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Mailing Labels and Envelopes

Some other applications of mail merging are the creation of mailing labels, where
addresses are printed 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 have 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.

AutoSave (@ off) O | = B2 K4 s Document5 - Word

File Home Insert Draw Design Layout References Mailings Review View Help ACROBAT O Tell me what

M B S B 2 B £
2 Open the MAILINGS tab of the

Merge - Recipients ~

S B tecas RIBBON, click on the START MAIL
giml':‘* MERGE icon and select LABELS.

e E%, Labels,.

- S| g.rem%y

'E ﬂ Normal Word Document

B# Step-by-Step 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.

Label Options ? X p
[E— 1 Inthe LABEL VENDORS box select

O Continuous-feed printers H

® Page printers Tray: Default tray (Automatically select) v 7 AVE RY A4/A5 the n SeIeCt L7 1 60 In

the PRODUCT NUMBER list.
—

Label information

Label yendors: | Avery A4/AS

e e 2 The dimensions of the labels
L7159GU ~ Type: Address Label .
Lr1sscp T are listed next to the PRODUCT
e buge s 1 e 553 _— NUMBER list. Select OK to accept
L7161 v .
Details... New Label... Delete Cancel the Settlngs.

NOTE: You need to find the name of the labels you are using. If the name is
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 PROCESSING 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 2019 SUPPORT FILES
will be used.

1 Click on the SELECT RECIPIENTS icon
in the MAILINGS tab and select USE
s e AN EXISTING LIST.

Envelopes Labels | StartMail  Select
Merge = Recipients -F
Create & Type a New List..
Use an Existing List...
A= Choose frohutlook Contacts..

[
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Using Equations

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.

Autosave @0 9 U D B B @

File  Home Insert Design

Layout ~ References  Mailings ~ Review  View Help  Acrobat O Tell me what you want to do & Share 3 Comment ts
B cover Page - E F3 Pictures @ Link ~ T [ Header - - TT Equation ~
I,:| A
-ooter ~ : - @ ol ~
ex
e

[ Blank Page - & Online Pictures €2 3D Models - g} Screenshot ~
rable

D o

mmmmm

= page Break IR shapes - B SmartArt 5 My Add-ins -

Pages Tables. Hlustrations Addins
55555

mmmmmm

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

3  The EQUATION box is added to the document and the EQUATION TOOLS - DESIGN
tab is opened in the RIBBON.

Creating a Simple Fraction

File Home Insert Draw Design Layout References Mailings Review  View Help Acrobat Design P Tell me what you want to do
Tt o - : ~
Tew Wi o* G HHHDOEEEEEEEEEREN . Blle’ ® L & O w0 g
7 Ink Equation is :Ijx Convert @ E E E @ Fraction Script Rl Integrel OpL:rng  Bracket. Function Accent
Tools Conversions ] Symbols i
2 Ty 1 2013 4 50106 7 5 9. 11111
Sy o
- Comsmcred®
i Type equation here. dy ‘ 5y ‘

| 1 Click on the FRACTION icon in the
EQUATION TOOLS - DESIGN tab and
select the first fraction (the Stacked
Fraction).
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AutoSave (® of) Y 0O 0O B < Document1 - Word

File Home Insert Draw Design Layout References Mailings Review View Help Acrobat Design O Tell me what you want to do

Teaen” | S oF | 2] (] ] [ ] I U HE M E R E EE EEE

3 ik Equton o e HNEEMNEEEOEEEENEEEEE 2 Clickin the top bc?x (called
e a slot) of the fraction and

enter 3.

4\“ 3 Click in the lower slot and
enter 4.

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

atosae@o) B O O 0O = - Document1 - Word

File Home Insert Draw Design Layout References Mailings Review  View Help Acrobat Design 0 Tell me what you want to do

Meaeion: — [fiinesdl % | 1] (][] < H L H EH L EEIEEIE =l y e L 5 s g
s B (e E @ E‘ . Fraction Script Radical Integral Llarge  Bracket Function Accent

ab Text - - Operator

Tools Conversions ~ Symbols Structures
L PR T IR 201314 1.5 61 7 1 8.1 9.1 101 11112 13001400015 1170018

4
OPTIONS arrow to the

¢ otesin bottom right of the equation

T 4 Click on the EQUATION

: ¢ e and options to save or
. cseionie change the equation are

. provided.
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Chapter

23

This chapter will demonstrate some extra features that Microsoft Word offers. These
include Outlining, using the Navigation Pane, setting watermarks, built-in themes, setting
passwords, editing PDF documents using the DRAW tab 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 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 or close the current file, click on the FILE tab

and select OPEN.

2 Access the CHAPTER 23 folder of the WORD 2019 SUPPORT FILES and open the file:

Outline

as a READ ONLY file.

Looking at the Styles

- Read-Only - Saved to this PC

< Format Painter

Clipboard

“«YOURFIRST 1

Nothing can ever match the thrill of your first vi
times, but it is never quite the same as that first

Entry into Britain

View Help  Acrobat O Tell me what you want to do

OFind -

11

Read through the document to
familiarise yourself with it. There are
three styles used in the document.
The main heading was set to the
HEADING 1 style, the sub-headings
to the HEADING 2 style and the
paragraphs to the BODY TEXT style.

Getting a tourist visa into Britain is not a problem for Australians, so long as they don't intend to stay
longer than 6 months, the maximum time allowed for tourists.

ss yo o Britain through countries that insist on them such as
stop over in South East Asia along the way, it is advisable to have
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AutoSave (® off)

Outline - Read-Only - Saved to this PC

File  Home Insert Draw Design Llayout  References  Mailings  Review View Help  Acrobat O Tell me what you want to do
X cut o 4o ==, = A LOFind -
[ O i TimesNewRoman |14 - A" AT Aa- Ao iZ - = - 2l 1aBbCel AaBb 4aBbC( AaBbCcL AaBbCel & rent
13 Copy % Replace
Paste 2 = = = Emphasis 1 Heading 1 |1 Heading 2/ 1 Normal Stron:
B I U- x, ¥ A-2-A- = = = &0 P 9 9 9
- <§f Format Painter - & N A - = = = - b Select -
Clipboard Font Paragraph siyies . g
. sz PR T R I e S TR SRV OO T

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

7
- YOUR FIRST P TO B

7 2us fist visitto Bitaa. You ca
27" that first

- Styles

Getting a tourist visa into Britain is not a problem for Australians, so long as they don't intend to stay
longer than 6 months, the maximum time allowed for tourists.

Vaccinations

Vaceinations 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.

C Collapsing Sections

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

AutoSave (@ off)

]

Outline - Read-Only - Saved to this PC

File  Home Insert ~Draw Design Layout  References  Mailings  Review View Help  Acrobat 0 Tell me what you want to do
< X cut - — A PFind -
B Times New Roman - AA Al A = 2000 4aBbcel. AaBb AaBbC( AaBbCeL AaBbCel D
Copy . Replace
Paste 2 B = = = = Emphasis 1 Heading 1 |1 Heading 2] 1 Normal Stron
i u - x, X A-2-A- == 1= 0- ¥ 9 9 9
* < Format Painter gYS i A = = B & o I} select -
Clpboard Font Paragraph styles 2| diing
. oo B afono 1 2 3 41516 7 8 9 10 1 2 13 14 01500 16 1 4700

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

Nothing can ever match th

Vour first visit to Britain. You c
- times, but it is nevs i

he same as that first visit.

N & 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.

Outline - Read-Only - Saved to this PC

File  Home Insert Draw Design Layout References  Mailings  Review View Help  Acrobat O Tell me what you want to do
= X A A 2 ==, = A LOFind -
[ o - Times New Roman  ~|14 A Al A =St i 2l 1aBbCel AaBb 4aBbC( AaBbCcL AaBbCel & rent
m - Replace
Paste 2 = = = Emphasis 1 Heading 1 |1 Heading 2/ 1 Normal Stron:
I'U-® x ¥ A-2-A- = = 1= 8- @ o 9 9 9 i
- <§f Format Painter - N A - = = = - b Select
Clipboard Font Paragraph siyies . g
. i PR T R I O N S S TR SECPRIE I 0 P A0

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

YOUR FIRS#TRIP TO

Nothing can ever match th
times, but it is never g

1 of your first visit to Britain. You can go back to Britain numerous
¢ same as that first visit.

» Vaccinations
» The Flight

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

Outline - Read-Only - Saved to this PC

File Home Insert Draw Design Layout References Mailings Review View Help Acrobat O Tell me what you want to do

, . o LFind ~
ﬁ”] 4 TimesNewRoman - 14 - A AT Aas fp EE U= - = = 4L T yugpcer AaBh AaBbCd AsBOCCD AaBbCel | 5 Rm‘
Paste B EREl U - > x < A2 A- Emphasis 1 Heading 1 1 Heading 2| 1 Normal _Strong (:( °
<¥ Format Painter = B =
Gt I 3 Click on the marker next to the

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

- YOUR FIRST

o Nothing cg#ver match the thrill of your first visit to Britain. You can go back to Britain numerous
times, 1t is never quite the same as that first visit.

ﬁEntry into Britain

Getting a tourist visa into Britain is not a problem for Australians, so long as they don't intend to stay
longer than 6 months, the maximum time allowed for tourists.

© » Vaccinations
» The Flight

» Credit Cards

AutoSave (@ off) 9 - Outline - Read-Only - Saved to this PC

File Home Insert Draw Design Layout References Mailings Review View Help Acrobat

4 Click on the marker to the left of

ﬁ":l K TimesNewRoman =20 - A" A" Aa- R | == - = E 4
paste gwmt%m Bl: v > x A2 A | = EBl== = & the main heading and the whole
ot e document is collapsed.

E * YOUR FIRST TRIP TO BRITAIN

5 Click on the MAIN HEADING marker again to expand the document.
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AutoSave (® off) ] B Outline - Read-Only - Saved to this PC

File Home Insert Draw Design Layout References Mailings Review View Help Acrobat O Tell me what you want to do

<n X N LFind -

Ll:l N TimesNewRoman  ~ 10 - A" A" Aa- Ap T 4aBbcel AaBb AaBbCc AaBLCeT AaBbCel & Repl
@  Replace

Paste 2 - = = = Emphasis 1 Heading 1 1Heading 2 | 1 Normal Stron,

I U- & x X -2 A - = = = = 1=- O - P 9 9 9 .

- »5? Format Painter - 2 A - - - = = = b Select
Clipboard [ Font ~ Paragraph n Styles = Editing

L 302 1 1 2 30041 5:1 .6 7 8 SO 10 1 Il 1 120 1 130 0 140 115 0 16 | 17 )

- YOUR FIRST TRIP TO BRITAIN

6 Expand all the text for the sub-
headings.

Nothing can ever match the thrill of your first visj?
times, but it is never quite the same as that first

. Entry into Britain

Getting a tourist visa into
longer than 6 mo;

Vaccinations

Vaccinations are less you travel to Britain through countries that insist on them such as
Kampuchea. g a stop over in South East Asia along the way, it is advisable to have
- cholera

9
]

3 L)

z

=

3

which foug#you take. British Airways' one stop flight takes 23 hours and 15 minutes - the flight leaves
SydneyMithe carly afternoon and stops only once on the way to London.

w1000

Credit Cards

If you intend to rely on credit cards abroad you should never only take one kind - this gives you double
the chance of having a card accepted. If you use traveler's cheques, always change them in banks
rather that at hotels where you will receive much less for them.

1B

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.

AutoSave (® off) Z =5 B - Outline - Read-Only - Saved to this PC Greg Bowden

file  Home Inset Draw Design  Llayout References  Mailings Review View Help  Acrobat O Tell me what you want to do
E E\ [=] outline W\ E V] Ruler
& EErEe o2 . 2 1 Open the VIEW tab of the RIBBON
Mode | Layout Layout Tools to Side
and turn on the NAVIGATION PANE
Navigation x|
Search document £ a CheCk box'
Headings ;

4 YOUR FIRST TRIP TO BRITAIN

Entry into Britain

Vaccinations

~ YOUR FIp~=mn mma o
.o 2 1he 4 headings that were set to

Entry into Britain styles are listed in the HEADINGS
seingamismmonianiol —— S@CtiON Of the NAVIGATION PANE.

longer than 6 months, the maximum

The Flight

Credit Cards

S.1.4.1.3

NOTE: The paragraph that the cursor is in will be highlighted in the
Navigation Pane.
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