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Hells sy Lovelsy!

Thank you for purchasing Be Word Perfect - The Basics.

| have no doubt that most of you will be regular users of
Microsoft Word and will already be familiar with some of
the content within this e-book. The aim of "The Basics'is
to provide a refresher of the main features in Word,
together with tips for using this software to its best effect. |
hope you will find it a useful reference tool.

The book is based on Microsoft Word 2016, however most
of the features are very similar to earlier versions of the
software.

Much love, Michelle xxx
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@ Section ] - Creating A Document

To start creating your Word document, clearly you will need to have the Microsoft Word software installed
on your computer.

Click on the Start menu in the bottom left corner to locate Word 2016. On a tablet you may have to select
“Allapps”, then find Word 2016 from the drop-down list.
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e Upon opening Word, you can select which template you want to use. This includes various pre-made

template for CVs, blog posts, etc. Select Blank Document.

e Thiswillopen ablank “Document 1” for you to begin creating your document, as per the example below.
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e It'sagood idea to save your document as a new hame. From the File menu, click Save As.
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Double-click Computer to save your document to your computer, a specific drive or simply save to your
desktop.

Save As

&& SkyDrive

El:l Computer

= AddaPlace

This will open a dialogue box like the one below. Here you can specify:

o where you want to save the document, by selecting one of the folders in the left-hand column;

o Yourchosen file name, by typing this into the File name box;

o thefile type - this will automatically default to Word Document. You may choose to save your final
document as a PDF, simply by selecting .pdf from the drop-down menu. This reduces the size of
the file for emailing to other people and restricts their ability to edit it.

B save As *
ol 1 o MY COURS.., » WORD GASICS w | | Search WORD R&SICS B
Organise * Mew folder g 7]
v W This PO £ Mame Diate madified |
= Dasktop 8= Ward 2016 Basics 1B/002017 16:25 EEX
* Documents
4 Downloads
J'l Ml..l".i{
= Pictures
& Videos
LI 4 »
EIERN T Al ord 2016 Basics | o
Save as type: Word Daoument !
Authors:  Michelle Gibson lags: Add atag

[ | Sawe Thumiasail

* Hide Folders Tools = Cancel
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Once saved, close your document either by clicking the “X” in top right-hand corner of the screen, or by
going to File and selecting Close. If you have made any further changes to the document, you will be
prompted to save them on closing the document.
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You can import another document, such as a PDF, into your Word document. This is something you may
find useful when inserting something like a map, or inserting a section of another document into your own.
Click File and Open, then Browse to select the file you wish to import.

Adialogue box like the one below will appear. Click OK to allow Word to convert the document to something
you can edit.
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The document will open as a new file, allowing you to cut and paste it into your document.

To print your document, select the File tab at the top left of your screen and go to Print.
Selecting the Print option shows you a preview of what your document will look like. You can also select
which printer you want to use and change the print settings.
There are various print options to select:

o Printall pages, only the current page, or specific page, or click on Custom Print to select particular
sections of the document to print;
Collate copies (e.g. if you are printing sets of meeting papers);
Choose the page layout — portrait or landscape;
Set the print scaling to print your document on different sizes of paper (e.g. A3, A4, envelope, etc.);
Select a specific margin size;
Select how many pages you want to appear on each sheet (this may come in useful for large
documents and save a few trees!).
To print the document as it currently is, simply click Print.
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The Status bar is located at the bottom of your screen. It basically provides details about your Microsoft
Word document and allows you to change your viewing settings.

Starting from the left-hand side, you will find the Page Number and then the Word Count, for a quick
indication of how much you've written.

Next to this is a Proofing Tool. This will show a cross if any spelling or grammar corrections are required -
click on this button to quickly check what these are.

On the right-hand side, you will find the view controls - Read Mode, Print Layout and Web Layout, which
control how the screenislaid out. This is generally set to Print Layout to display how the final document will
look.

Next to thisis the Zoom Control, where you can make the document appear bigger or smaller on the screen.
This is to suit your personal preference and won'’t change the size of the document when printed.

TheRibbon & Tabs

The Ribbon is the main bar displayed at the top of your screen - this is where you control pretty much
everything in Word and access all of your tabs. Word also has hundreds of commands for working with
various documents. These are organised into the tabs below:

Insert Draw  Design  Layout  References  Mailings
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* % Format Painter B 7 U -ﬁ- = = i

The Home tab is where you will find your commands for formatting documents.

The Insert tab enables you to insert pages, tables, pictures, links, headers and footers.

The Design tab allows you to set document formatting and page backgrounds.

Page Layout allow you to change your margins, add columns, change the page orientation to portrait or
landscape, amongst other things.

References enables you to add a table of contents, add footnotes, add a bibliography and more.

Mailings is where you manage your mail merge, create labels and envelopes, etc.

Review is really useful for finalising your documents - check your spelling and grammar here,
track/accept/reject changes and compare documents.

View will change how you view your document on the screen, enable you to zoom in and out and more.
The File menu is slightly different from the other tabs. This takes you to your ‘Backstage View’ where you
control your document, rather than make changes to it.
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Tool Tabs
e Inaddition to the main tabs, there are various Tool Tabs. These appear when you select commands that
cover multiple tabs. For example, when you insert a table, two table-specific tabs (Design and Layout) will
appear. Common tool tabs include SmartArt, chart, drawing, picture, table, headers and footers.

Groups
e Just to be super organised, Word further organises each tab into groups, which contain further related
commands. These are found along the bottom of the Ribbon. The groups under each tab are as follows:

Home Insert Design Layout
Clipboard Pages Document Page Setup
Font Tables Formatting Paragraph
Paragraph lllustrations Page Background Arrange
Styles Add-ins
Editing Media

Links

Comments

Header & Footer

Text

Symbols
References Mailings Review View
Table of Contents Create Proofing Views
Footnotes Start Mail Merge Speech Immersive
Research Write & Insert Fields Accessibility Page Movement
Citations & Preview Results Language Show
Bibliography Finish Comments Zoom
Captions Tracking Window
Index Changes Macros
Table of Authorities Compare SharePoint

Protect

As mentioned earlier, upon clicking on File, Microsoft Word will open what is called the Backstage View and

you can no longer see the Ribbon, as per the screenshot below.

Protect Document
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New
e From the File menu, selecting New enables you to create a new blank document or use one of the existing
templates that Word has created. These include letter templates, blog posts, etc. Double click which
option you would prefer (generally this will be a blank document).

Open
e From the File menu, you can Open your documents by selecting “browse” and then searching for the
location of your document from the dialogue box that opens up.

[ save As X
T « MY COURS... » WORD BASICS v L r
Organise ~ New folder
v = This PC n Name Date modified 1
> m Desktop = Word 2016 Basics 18/09/2017 16:29 1
% Documents
% Downloads
b Music
&= Pictures
B Videos
¥ < >

File name: | |

Save as type: Word Document N

Authars:  Michelle Gibson Tags: Add atag

[] save Thumbnail

= Hide Folders Tools ¥ Cancel

e Wordalso lists all the documents you have recently been working on, making it easy to quickly go back to a
adocumentand edit it.

Print
e Selecting Print opens the various print options discussed earlier.

Share
e Shareallows you to quickly send the document you're working on to someone else, either by uploading it to
a shared drive or sending it via email.

Export
e This enables you to quickly save your document as a PDF file. As already mentioned, this comes in really
useful for meeting papers, as it means nobody can edit your document and it reduces the size of the file for
sharing.

Options
e This has a number of useful features. You can personalise your profile by adding your name and initials,
which Word will then use during track changes. To do this, click, Options. Under the General category, fill in
your name and initials under Personalise your copy of Microsoft Office.
e Youcan also set your proofing tools here under the Proofing category, so that Word automatically detects
any spelling and grammar errors.
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pesign  layout  References  Mailings  Review  View

Q Tell me what you want to do

Word Options

General
Display

Proofing
Save
Language
Ease of Access
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

AB

‘/CJ Change how Word corrects and formats your text.

AutoCorrect options

Change how Word corrects and formats text as you type: | AutoCorrect Options...

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses

Flag repeated words

[] Enforce accented uppercase in French

[ Suggest from main dictionary only

Custom Dictionaries...

French modes: | Traditional and new spellings ~

Spanish modes: | Tuteo verb forms only s

Check spelling as you type

When correcting spelling and grammar in Word

Mark grammar errors as you type

Frequently confused words

Check grammar with spelling

D Show readability statistics

Writing Style: | Grammar & more ™

Recheck Document

Settings...

e Word will also automatically save documents you are working with. You can set the options for managing
this under the Save Category.

e The commands you most regularly use can be added to the Quick Access Toolbar. This appears either
above or below the Ribbon. In the example below, this appears just above the Ribbon. To select where this
appears, click the drop-down arrow on the far right of the Quick Access Toolbar and select Show Below (or

Above) the Ribbon.

B e 9
FILE HOME

B Cover Page- j

1 Blank Page -

|
s

Page Break

Pages abley

BB

MSE Customize Quick Access Toolbar

Quick Print

Print Preview and Print

Redo
Craw Table

Touch/Mouse Mode

More Commands.

Show Below the Ribban

e Toadd the commands you use most often, click the drop-down arrow at the right-hand side and select a
command from the list that appears.

e [fthe command you want doesn’t appear, select More Commands and choose from the list that appears.

eExXeC
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HOME IMSE Customize Quick Access Toolbar ]

B Cover Page- == i I
E?‘I Blank Page L per
! Table . 1
#— Page Break < o Ve

Pages Tables Email

Quick Print

«  Prnt Prgview and Prnt
Spellng & Grammar

+ Undo

+ Redo
D Table
Touch/Maouse Mode
Mare Commands.

Show Below the Ribban

Another way to add something to the Quick Access Toolbar is to right-click the command you're using
regularly and select Add to Quick Access Toolbar.

Add to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
Customize the Ribban...

Collapse the Ribbon

12
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Page Orientation
e  Word willautomatically default your document into a portrait orientation. To change this to landscape, go
to the Layout tab. In the Page Setup group, select Orientation and set this to Landscape.

IE "= Breaks ~ Irjient

- Line Numbers~ 3= Le
size. Columns ] —
bt Hyphenation - =¥ Rig

-
w

Crientation

Portrait

[

Landscape

Paper Size
e Itisalso possible to set the paper size for either the whole document, or just a section of it. In the Page
Setup group, select Size. This will bring up a drop down menu. You may, for example, want to switch from
A4 to A3. Select the paper size of your choice and click OK. The whole document will change in size.
e To change the paper size for just a section of the document, select the drop-down menu and click More
Paper Sizes.

&h

4.33" x B.6¢

L=}

Envelope C5

638" x 9.02" pe

e To change the paper size for just a section of the document, select the drop-down menu and click More
Paper Sizes. A dialogue box will appear. Choose your paper size and click Apply to then select This point
forward and click OK.

¢ [fyouwanttoswitchbackto the original paper size later in the document, simply repeat the process above.

e Attherisk of stating the obvious, you will need to select text to be able to apply formatting! You can do this
by:
o Clicking the text and dragging the mouse
o Double-clickinga word to select it
o Triple-clicking a paragraph to select it
13



o Clickand drag the mouse in the left margin to select a specific area.

As previously discussed, you will find the Font group on the Home tab.

B H S Q-
FILE HOME INSERT DESIGHE REFEREMCES MAIL

Calibri (Body) - |11

U -akex, x A-%.A. =

Fant

The most commonly used commands in this group include:

Font - select your chosen font from a wide selection

Fontsize - change the size of your font

Bold - bold your text

Italic - italicise your text

Underline - underline your text

Strikethrough - strike a line through your text

Text Highlight Colour - highlight your text with a bright colour

Font Colour - change the colour of your text

Clear All Formatting - clear all formatting and return the text to its default.

O O OO OO O OO

To clear the existing formatting from a document, select the section you want to clear and click the Clear
All Formatting button.

You can add a bit of flair to your text by using WordArt or Text Effects. . Simply select the text you
want to convert and click on the right-hand arrow next to the WordArt symbol. This will provide you with
the options below to choose from.

AAAAA
A A A A
AAA A/

The Paragraph group, under the Home tab, contains all your settings for creating bulleted and numbered
lists.

14
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REFERENCES REVIEW VIEV

Bulleted Lists
e The first button contains your bulleted list command. Clicking on this will turn your sentence into a bullet

point.

Paragraph P
e Clicking on the drop-down arrow next to this button allows you to select which type of bullet point you
would like to choose.
Bullet Library

Mone ® O | - 0‘0

>|[v

Document Bullets

*

® 0O ] ®

&

Define Mew Bullet...

e You can actually add your own bullet point by selecting Define New Bullet — you might want to select your
company logo for example.

e If youwantto create asub-list, click the tab key on your keyboard- this will create a separate list that will sit
underneath your bulleted list.

e Toadd more bullet points to your list, simply click your Enter key. Click the Enter key twice to come out of
list mode.

Numbered Lists

e The next button contains your numbered list command. Again, you can select the type of numbered list
you require.

e Clickonthe Enter key to add additional numbers, and click the Enter key twice to get out of list mode.

e Youcanalsomodify the numberinginyour list (e.g. start the listat number 4 instead of number 1), by clicking
on the Numbering drop-down list and selecting Set Numbering Value.

P b i
3. c i}
# Change List Level 3

Define Mew Mumber Format...

: € Set Numbering Value...

e Inthedialogue box that appears, selected the value you require and click OK.
15
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Increasing/Decreasing List Levels
e The next button is your Multilevel List command, which is where you can add sub-lists that sit underneath
your main lists. You can increase and decrease your list levels by clicking on the drop-down arrow on this
command and selecting your chosen option.
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a Paragraph P

e The Paragraph group allows you to set your indentation. You can select your list and increase or reduce its
indent using the buttons below.

Paragraph a

e TheParagraph group will also allow you to align your text — either to the left, centre, right or justified (straight
at each side) as selected in the box below. Justified text always looks neater when your preparing reports
and | always use this option where possible.

Paragraph

e Paragraph also allows you to setindents into your document, by clicking on the option box in the right-hand
corner, as above. The box below will appear and you can set the indentation you want in the Indentation
section, then click OK.

Indents and Spacing | Line and Page Breaks
Geneval
Aignment: T~ |

Outline level: |BodyTest ||

Indentation
Left: 001 - Special: By
Right: 001" B Hanging | v] 001"

"] Mirror indents

Spagng
Betare: opt T Line spating: At
After rap 2 Multiple H 104

| Bon't add spage between paragraphs of the same style

| Zabs.. | Set as Default Cancei |

16
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e When you're formatting a document, one of the most important aspects is ensuring the line spacing is
consistent. Thisis one aspect that so often gets overlooked. The command button for this is shown below.

HEMILES PAILIMGYS KEVIEWY VIEW
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ra Paragraph T

e The drop-down list gives various options for how you would like your lists (and in fact the rest of the
document) to be spaced out. Thisis generally set to 1.0 or 1.15 for most business documents.

e Selecting Line Spacing Options also allows you to set the space before and after a paragraph. | usually set
both to O, but as long as the document is consistent, this is down to personal choice.

1.0
«| 115
15
20
2.5
30
Line 5pacing Options...

Add Space Before Paragraph

(1] il

Remove Space After Paragraph

e TheStylesgroupislocated onthe Hometab. These are basically a set of formattinginstructions. They save
time (rather than applying lots of different formats), they keep your formatting consistent throughout your
document. The advanced features on Word, such as adding a table of contents, rely on styles.
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e There are two types of styles — Paragraph Styles (which apply to a whole paragraph) and Character Styles
(apply to aword, a phrase or individual characters within a paragraph).

e To apply a paragraph style, simply place the cursor within the paragraph where you wish to apply your
paragraph style. Then select the style you want from the Styles group on the Home tab.

e Toapplyacharacterstyle, select the text you wish to apply the style to, then select the style you want from
the Styles group on the Home tab.

e On asimilar vein, you can use themes in Word to customise the look of your documents. These contain
particular fonts, colors, and effects and are located on the Design tab in the Document Formatting group.

17
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You can select your chosen theme from the drop-down list that appears.

FILE HOME INSERT DESIGN PAGE LAYOUT
j ™ THTLE Title n
| T s || w3 e I

Themes =

Custom =
.Aa T

=

Office

Aai| Aa‘ﬂ Aq‘g Ao’]
e
Ao'“l Aa} Aa 1 .AGH
Tk, Ompie . R’ e
.AOT Aa ﬂ |Aa 1 Aa 1
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Reset to Theme from Template
rﬁ Browse for Themes...
Fﬂ Save Current Theme...

To set the theme as the default, select Set as Default. You can also use the other options in the Document
Formatting group to further customise the theme.

There are three tools for applying colour to your text. These are found on the Home tab.

GEERTCH Insert  Draw  Design Layout References  Mailngs Review  View

} Aiia SRR Wl SR =SSN

Pazte ' 5 TR = == M - .
. ¥ Format Painter BT U-asx, x -*-_—— == = @ M

The Text Highlight colour button can be found next to the WordArt/Text Effects button. This will highlight
your chosen text in abold colour. Select the text you wish to highlight in a different colour, then select your
chosen colour. The text will be highlighted like this.

The Font Colour button is located next to this. This changes your font to a different colour. Select the text
you wish to change, then select your chosen colour. The text will be coloured like this.

The Shading button is located in the Paragraph group. This changes the colour behind the all the text within
the paragraph or table cell, like this.

18
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e Word enables you to insert a “hyperlink” into a document, that links to a webpage, another document, an
email address or just a different place within the document that you're working on.

e Toadd ahyperlink, first highlight the text that you want to act as the link.

e Clickthelnserttab onthe Ribbon and in the Links group select Link. The following dialogue box will appear.

Insert Hyperlink ? X
Link to: Text to display: hyperlink ScreenTip...
Existing File or | Look in: = Documents v [ &
Web Page -
. Add-in Express A Bookmark..
‘ﬂ CQ::"I Custom Office Templates
Place in This Fuide (&) My Data S Target Frame...
foe e y Data Sources
My Received Files
Erowsed OneNote Notebooks
Create New Pages .
i Outlook Files
uPhotoBooks Designer Projects
[ Recent Files | a1 RecentPlaces
E-mail Address T 11-12-2014 RFL v
Address https://supporthp.com/gb-en/document/c02951398] =

e Nextyouwillneedtoselect whattolink to. If this is a website, type the website’s URL in the Address text box
and click OK. The text will now appear as blue in your document.
o If youwant the hyperlink to link to another file, select the required document from your list of folders.

TheRuler
e TheRuleriswhere you control your page margins, paragraph indents, etc. To see the Ruler at all times,
click on the View tab and check the box in the Show group.

DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

[« Ruler Q [E)n [E] One Page DE E

Gridlines EIE mMultiple Pages .
Zoom 100% MNew  Arrange  Split
Mavigation Pane ) Page Width Window Al

Show Zoom

e Thereare anumber of things to note on the Ruler:

Frm: o Faragazh

o Thefirstlittle downward arrow below is the First Line Indent, which indicates where the first line of
a paragraph will start.

o TheHangingIndent is the little upward arrow and this is used to indent the second and any
subsequent lines of a paragraph. You will this automatically indents for your bulleted and
numbered lists as in the example below.

o Thelittle black marker is the Tab Control and is used to add various tabs to the Ruler, for indents
and centering. You can set a tab yourself by clicking on the Ruler. Then, when you hit the tab key
on your keyboard, the cursor will jump to wherever you have set the tab.

Margins & Page Layout
e Thereare two ways to set margins in Word:

o from theFile tab, select Print. Margins will appear under the list of settings.
19



o orselect the Layout tab and you will find Margins in the Page Setup group.
Normal Margins is the default setting, with all margins set to one inch. However, you can also opt to select
one of the other options, or select your own Custom Margins.
Custom Margins allows you to set your top, left, bottom and right margins:

| Margins Paped | Layoul !

Margins
Top: E C Eaottom: I
Lefts 1 - Right 'y
Guter o 5 Gutter position: Left 3

Ornentation

Portratt  Landscape
Pages

Bultipie pages: Normal

Preview

Applyto: | Whole document |T|

| Set s Defautt | [ ox [ cancar |

A quick way to alter the left and right margins on your document is to go the ruler. Hovering over the edge
of the dark grey section at either side of the arrow will produce a left-to-right arrow. Click the mouse and
drag the arrow to adjust the margins.

The Layout tab also enables to you access more options under the Page Setup group. Next to the margins
option is the option to change page orientation, page size and set your document into columns.

HS-0%-@= AR

File Home Insert Diraw Design

_|_ _l'q,l_.. i: [==| = Breaks - I

e

f?'__lim! MNumbers = 3

Mar-ginhﬂnentﬂliﬂ:un Size Cnlu'rnnsbg Hissbanaban= .

Pagye Setup

The Orientation tab displays your document as either portrait or landscape.

Size is generally set by default to A4, but you may wish to switch to an A3 setting for example for larger
documents.

Columns will provide options to display your document in columns.

20
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@ Section b - EAiting Documents

Find and Replace
e TheFind command enables you to search for words or phrases within a document. This is located on the
Home table within the Editing group.

Adilb. ok
I

e Clicking on Find will open the Navigation pane to the left of your document. Here you can type the word
you're looking for in the text box. All occurrences of the word you're looking for will be listed in the
Navigation pane and the words will also be highlighted within your document so you can easily spot them.

e Youcan also open the Navigation pane under the View tab and by checking the box in the Show group.

e You can also find multiple words using a Wildcard Character. Click the drop-down arrow in the Search
Document box and select Advanced Find.

Navigation =

Search document Foln,

Options..,

HEADIMNGS PAGES RESU[TS

. Replace...
Text, comments, pictures.., Word can f

just about anything in your decument 2 GoTe.

Find:
Use the search box for text or the magr [ Graphi
glass for everything else. o Graphics
R Tables

TT Equations
ag' Footnotes/Endnotes

[ Comments »

Ll

¢ Inthe Findand Replace dialogue box, select the Replace tab and click More to show the various search
options. Click the Use wildcards box.

21
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Find and Replace
Find Replace GoTo

Findwhat: |

<< Less
Search Options
Search; | All ~

[] match case

[] Find whole words only

[[] use wildcards

[ Sounds like (English)

[ Find all word forms (English)

Find

Format ™ Special ™

No Formatting

Find Next

[ Match prefix
[ Match suffix

[ Ignore punctuation characters

[] Ignore white-space characters

Cancel

Type in the Find and Replace text boxes. Use an asterisk as the wildcard character. Click Replace to move

through the found items.

Find and Replace

Find Replace GoTo
Find what: E**c
Options: Use Wildcards

Replace with: |Exec

<< Less
Search Options
Search; | All &

Match case

Find whole words only
Use wildcards

[] sounds like (English)

[] Find all word forms (English)

Replace

Format ~ Special ~

Replace

No Formatting

Match prefix

Match suffix

[ 1gnore punctuation characters

D Ignore white-space characters

Cancel

The Replace command will find words or phrases within a document and replace them with other
words/phrases. This can be found on the Home tab in the Editing group, just underneath the Find

command.

Simply select the Replace command, enter the word/phrase in the dialogue box that appears and the

word/phrase you want to replace it with.
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Find Replace o To

Find what: .Tj.-'pe here

Replace with:| |Please type herel |E|

[ Eeplace ] [Replaceﬂll] [ Find Mext ] [ Cancel ]

e Youcanselect Replace All to replace all the search results with the new text, or click Find Next and Replace
to go through each result individually.

Insert text from another document (without using cut and paste)

e Wordenables you to quickly insert text from another document into the document you're working on. This
saves time cutting and pasting the document. For example, you might want to insert a short biography into
your document.

e Position the cursor where you want to insert the text into your document.

e Select the Insert tab and under the Text group you will find Object. Click the drop-down list next to the
Object command and select Text from File.

Object... ri

=

Text from File...

e Select the file you want and click Insert. The whole text from the document will then be inserted into a
document.

Quickly remove blank paragraphs using Find and Replace

e This can be quite useful to quickly tidy up a document. Sometimes when Enter is pressed twice, it leaves a
blank paragraph and a gap in your document.

e Toquicklyfix thisissue, in the Find and Replace dialogue box, find “p~p and replace with “p.

Find Peplace | GoTo

Find what: Aphp 1 |E|
Replace ] [ Replace All ] [ Find Mext ] [ Cancel ]

Quickly replace formatting using Find and Replace
e Anotherusefultipisto use Find and Replace to quickly replace formatting. In the Find and Replace dialogue

box, select Format.

23

exeC



Select the formatting feature you want to search for. For example, you could select Paragraph to correct
any line spacing issues in your document.

Find Pasagraph iy

Indents snd Spacing | Lineand Page Breals

General

signment ]

Duthing lavel |:| B Colapsed by defaul
Indentation

Inside: 5 Special: By

Outside: E Fl

B Mirror indends

Spaong
Before = Ling spacing: At:
Alter : |T|

M Don't add space between paragraphs of the same style

Preview

Set As Default of || Canesi

The Clipboard group is located on the Home tab. This contains the following commands:
o Cut-thisallows you to cutaselection from your document and insert it elsewhere. Simply highlight

the section you want to take out and select Cut. This will be saved on the Clipboard until you paste
it somewhere else in the document.

Copy - this allows you to copy a selection from your document to the Clipboard, but leaves the
original selection whereitis.

Paste - this allows you to paste the selection you have either cut or copied to adifferent locationin
the document.

Format Painter - this is a brilliant little feature that allows you to copy the format from one section
of your document and apply it to another section of your document. For example, highlight the
format you're using in one section, click Format Painter, then select another section that's in a
different format (e.g. it might be in a different font and different size). Word will automatically
replicate the format youwant elsewhere in the document. This is a godsend when doing last minute
report formatting!

mlln ,J'L Cut
EE“I Copy
Paste .
. % Format Painter
Clipboard Fa

You can also use the Copy and Paste keyboard shortcuts to copy things to your clipboard:

)
@)

Copy: Press Ctrl+C.
Paste: Press Ctrl+V.
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Word also contains a clipboard task pane. You can open this by clicking on the small arrow in the right-hand
corner of the clipboard group. The Clipboard will keep track of everything you cut or copy and allows you
to paste things in a different order, or paste items after you've cut or copied other items. Note that once
you've closed your session, however, the Clipboard won't keep the items.

Clipboard =

Paste All Clear All

Click an Item to Paste:

Eﬁ Here

Word’s AutoCorrect feature is great for checking spelling and grammar. If Word thinks something in your
document may be misspelled orincorrect, it inserts a squiggle underneath the word. You canright-click the
word to see suggestions. If Word'’s suggestion is correct, simply select it to replace the misspelled word.

T STt L I [l s | EIRTIEE S N . |

The Board mesling was due 1o finhish at 15,00,
2 Hpelling L fimizh
sl enid, destioy
Finnish
[Mr reterance mrarmanion]

™1 Paste Options: £
fimfish

Mg ce iriformatian
B Smart Lookug Add 1o Dicianary
F Translte e £

T IOk 7 SeeMore

“ep Covmirnien

To add page numbers to your document, select the Insert tab and go to the Header & Footer group.
Select Page Number.

Header -

|=] Footer~
rit
@iy

it Heades-E Foots

T %

You can then set your page numbers in one of the following positions:
o Top of Page - the page number will appear in the Header.
o Bottom of Page - the page number will appear in the Footer.
o Page Margins - the page number will appear in the left or right Margin.
o Current Position - the page number will appear in the current location of the cursor.
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[ Header~ El ¢
4\
Text

D Footer~
@ Page Number ~ Box - L]
i 1B TopofPage vl
4 [E] BEottom of Page vl
] Page Margins 3 (]
[/] Current Position 3

EE Format Page Numbers...
B( Remove Page Numbers

e Youcan also choose the format and the location for your page numbers:

Header - A | |ml Quick Parts = |¥ Signature Line - —* T Equation -

Faater = - ATy

<] Page Mumbes = bu-‘- = OropCap- [ Object -
Sample 2

#  Plain Number 1

Plain Number 2

Plain Number 3

e You'llnote that upon opening page numbers, a separate Design tab willappear under your Header & Footer
tools. The Header or the Footer will then become the active areain your page - you will need to select Close

Header and Footer to get back to the main body or your document, or double-click in the body of your
document. _ o

VIEW FESIGM

Different Fiml Page Huwder From Tom (057

Daflnani Celd & Ever Fags r Fosim

Bartbonrs (O

Sewven Docurrent Test = Ikt Algmmani Tab.

e To delete or amend existing page numbers, double-click on the number and it will open the Header or

Footer, then make the changes you want to make. Changes you make on one page will affect every page in
the document.

e As briefly referred to above, you can add text or graphics to the top or bottom of the pages in your
document by adding a header or a footer. These will then appear on every page in your document.

e Toadd aheader or footer to your document, go to the Header & Footer group on the Insert tab, and click
on either header or footer.

N VIEW
Hyperlink i [ Header
Ly -
Bookmark = || Footer=
Comment o
Cross-reference [=] PageMNumber -
Limks Comments Header & Footer

i s
e Select one of the templates from the options that appear.
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To return to the body of your document, simply double-click back in the document or select Close Header
and Footer.

You can also customise your Headers and Footers by adding pictures (useful for adding a company logo to
a document for example), adding the date or setting the Header and Footer to not appear on the first page.
To add a picture, double click in the header or footer, which will open the Header & Footer Tools tab. Place
the cursor where you would like the picture to appear and select Pictures. Choose your picture from the
dialogue box that opens, then click Insert. You can resize the picture by selecting and dragging a corner or

side.
B = E [od

Date & Document Quick Online
Time Info - Parts = Fictures

Insert

To add the date to the header or footer, place your cursor in the header or footer where you want to add
the date. Select Date & Time and then select the date format of your choice and click OK.

To set the header and footer so they don’t show on the first page, you will need to go to the Options group
on the Heading & Footer Tools tab. Here you will find the following box, where you can check Different

First Page.
[+ Different First Page

| Different Odd 8 Even Pages
| Show Document Text

Options

You might wish to have a completely different page to the rest of the document. To do this, you will need
to select the Layout tab on the Ribbon and click the small arrow in the right-hand corner of the Page Setup

group. _ )
U;D | i’t" IFL] EE| *— Breaks - Indent
L == 3 ) et
: ) I—l — Line Numbers~ 3= Lef
Margins Orientation Size Columns 2 )
- i 3 3 bt Hyphenation= = =#Rig

Page Setup

Select the Layout tab, and check the Different First Page check box, and click OK.

Marging | Faper Layaut
Sectian
Section start: Coantinuaus |T|
artnotes

Supprass 1

Headiers and foolers

sl gven
7Ditrerent first page!

fitader (0.5
From edge:

Footer: (0.5

When finalising your document, check it for spelling and grammar mistakes by using the Proofing group on
the Review tab. Click Spelling & Grammar.
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B H S O0Q8 -

FILE HOME INSERT D

R EJ i

Count

Proofing

Word will search for spelling and grammar mistakes, beginning from the location of your cursor in the
document. If Word detects a mistake, a navigation panel will appear to the right-hand side of the screen,
like the one below.

HS9- 03- @& A B - Document! - Word Michelle Gibson
File Home Inset Draw Design layout Refe Mailings i wa
ABC = ABC A.‘. ; a’}) = [ 7 Ink Comment 25 Al Markup - “ > ] Previous
v 123 @® A ; Pen Z [ Show Markup - 1 Ca I J
Spelling & Thesaurus Word  Read  Check  Translate Language  New Dl . Tack oo o Accept Reject Compare | B Restrict
Grammar Count Aloud Accessibility - Comment ment Changes - | Reviewing Fane - - - Editing
Proofing Speech | Accessibility anguage Comments Tracking 3 Changes Compare Protect ~
@) uroATES AVAILABLE Updates for Office are ready to be installed, but first we need to close some apps. | Update now x
L i@t sidin b R R O R T O N N s T s 1301 1401 150 | BRI TONE ] .
Editor T X
The document was nearly complet .
& Spelling
. Net in Dictionary
The document was nearly komplet <
2 Suggestions
4
z complete
I whole, absolute, total ¥
& completed
£ finished, accomplished, finalised X
2 complex
& multifaceted, difficult, development o
@ Add to Dictionary
= Ignore Once
]
Ignore Al
&

Word will provide some options for you. You select one of these, or click Ignore. To leave the textasitis
for this and all future instances, click Ignore Al.

Or, if the word is spelt correctly and is something you will regularly use, you can select Add to Dictionary.
Beware - still check your document thoroughly for typos! Word won’t spot things that it recognises as a
word withinits dictionary, even if it sounds ridiculous in the sentence.

Word will do the same checks for any grammar errors it detects.
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@ Section S - Crtating snd Formatting Tables

e Therearedifferentwaysyoucaninsertatableintoadocument. You canselect Table on the Insert tab from
the Ribbon. Then use your mouse to select the number of rows and columns you need. Or you can click
Insert Table.

8x5 Table

Bi CoverP D o
over Page I__| ) -4
Cl & 0]

D Blank Page ) . o0
i Table f Pictures Online Shapes ! EEEEEEEREE
' Page Break - Pictures - 8 8 o o
- I

Pages Tables IlMust [ Insert Table..

e Inthelnsert Table dialogue box, you can select the number of columns and rows and the AutoFit behaviour.

rInsertTabIe [ ? &r
Table size
Mumber of columns: 5 =
MNumber of rows: 2 =
AutoFit behaviar
@ Fixed column width: | Auto -

) AutoFit to contents

| AutoFit to window

"] Remember dimensions for new tables

o J [ oma

e Youcanalso opt to draw your own table in Word. This is a great feature that enables you to draw arandom
table like the one below. Click Insert, Table, and then select Draw Table. Draw the table with your mouse,
then press Escape to stop drawing.

e Youcan also convert text that you've already written into a table. First you will need to type your text into
a document and separate the columns with tabs or commas, like the example below.
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Task1 Checkinbox
Task2 Check phone mailbox
Task3 Make a strong coffee

e ClickInsert, Table and select Covert Text to Table.
o Adialogue box will appear, like the one below. You can either confirm or change the selections Word has

offered and press OK.

Convert Text to Table l X

Table size

Mumber of columns: 4 5

MNumber of rows: 3 2
AutoFit behavior

@ Fixed column width: |Auto $

(71 AutoFit to contents

() AutoFit to window

Separate text at

(") Paragraphs () Commas

@ Tabs () Other: |-
[_ OK ] Cancel ]
~—— ——

e Equally, you can also convert tables back to text. First select the table so that the Table Tools tab
appears. Select the Layout tab then, in the Data group, select Convert to Text.

ABLE TOOLS ? = |

DESGM LAYOUT Margaux Judge ~

El] Height: |0.19" - | B Distribute Rows BB A—_ E J% R Repeat Header Rows
= == _T 3 = 2 Bt Convert to Text

g " o e e ext = ort

oy Width: |518 - | m Distribute Columns

= ' El =l = pirection Margins Jx Formula

Cell 5ize fa Alignment

e In the Convert Table to Text dialog box, set how you want to separate the text and click OK. The table is
converted to text.

e Word allows you to add a title to your table via a Caption. To do this, first click in the required table. Select
the References tab and, the Captions group, select Insert Caption.

Bf 5]} Manage Sources B [ Insert Table of Figures

EE style: |aPA -~ 8l Update Table
Insert ,E‘ i Insert | l
‘itation = £y Bibliography - Caption "|.] Cross-reference

Citations & Bibliography I Captinnsl

H 4 ﬂv n n

e Typeyourtable name in the Caption text box, and from the Label drop-down list, select Table. This enables
you to display the label above or below the table. Then click OK. The title will then be displayed, like the one

below.
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Table 1- To Do List

Task1 Check inbox
Task 2 Check phone mailbox
Task 3 Make a strong coffee

Word also allows to you sort the data in a table: First, select the table. From the Table Tools Layout tab, in
the Data group, select Sort.

TABLE TOOLS

DESJGM

LAYOUT

E] Height: [0.19" * | H¥ Distribute Rows

oy Width: 518"

Cell 5ize

s EE Distribute Columns

P

T B - &
Margaux Judge ~

EHEHA A_:’; @ Al m Repeat Header Rows

2EEE =

Bt Convert to Text

Text Cell Sort
= E=E Direction Margins fx Farmula
Alignment

A Sort dialogue box like the one below will appear. Select your preferred settings and click OK to sort the

data.

Sort ==
Sort by
Column 2 [=] wpe ETE - | @ Ascending
Using:  Paragraphs El Descending
Then by
El Tige  Test ZI @ Artending
Using:  Paragraphs 3 Descending
Then by
B Ascending
ing [Paragrapt Descending
Wy bist has
| Headergow '@ Mo header row
[ gptors, | Lo ][ camen

As per the earlier section on margins, it is also possible to set the cell margins in a table. Simply select the
table and, from the Table Tools Layout that appears, select Cell Margins from the Alignment group.

. ——
ED Height: |0.19" * | B¥ Distribute Rows

DES]

TABLE TOOLS

5N LAYOUT

oy Width: 518"

Cell Size

-

o Text Cell
o Distribute Columns
EEE Direction |Margins

EE'E' J—

HEE A= il

] | Alignment

Set margin options in the Table Options dialog box and click OK.

eExXeC
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Table Opticns L ? ﬂhj

Default cell margins

Top: B Left: 0.08"

Al ||
Ak || F

Bottom: |07 Right: |0.08
Default cell spacing

|:| Allow spacing between cells |07
Options

Automatically resize to fit contents

oK l[ Cancel l

To modify your table dimensions, first select the entire table by clicking the icon to the upper-left of the

table.

From the Table Tools Layout tab, in the Cell Size group, you can either choose your own options such as

change the height and width of the table, or use AutoFit.

TABLE TOOLS
VIEW DESIGM LAYOUT

|;| % [| Height: (0.2 | BT pistribute Rows i
j £
AutoFit op Width: >| A Distribute Columns [

Cell Size M

= A r i

Whilst working within a table, you may wish to merge a set of cells together. To do this, simply use the mouse
to select all the cells you want to merge. This easiest way to do thisis to right click on the mouse and select

Merge Cells.

Alternatively, whenyou select the cells you wish to merge, the Table Tools tab willappear. Select the Layout

tab and, the Merge group, select Merge Cells.

MAILINGS REVIEW VIEW DB

| T T A [ £ [T
Y (=== === :..| | £ Height 02" .|| EE

Merge | Split  Split  AutoFit = Width: 518" i
Cellsf Cells Table v . i

P Cell Size

Equally, you can also split cells in exactly the same way.

eExXeC
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o Word will automatically distribute tables evenly, as per the example below. However, the widths of the
columns can be adjusted.

| Column A | ColumnB | ColumnC | ColumnD |

e Dragthe column border to the left or right. This method keeps the table the same overall width but adjusts
the columns within it. In the example below, the right side of column A has been dragged to the left,
reducing its size, but increasing the size of column B. The overall table size remains the same.

| ColumnA | ColumnB | ColumnC | Column D |

e Alternatively, you can double click on the column border. This automatically adjusts it to the width of the
content withinit. This will, however, affect the overall table width, as per the example below.

| ColumnA | ColumnB | ColumnC | ColumnD |
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@ WG—WMWM'N&

e If youwishtoinsertanimage into your document, first place your cursor where you would like the image to

appear.
e Clickonthelnserttab and, within the lllustrations Group, click Pictures.

Layout References Mailings Review View|

i Store w

ﬁ Cover Page ~

L_{;:'Shapes - T=SmartArt
[ Blank Page %

'*; lcons 1l Chart

EEE

Tabl ; Wiki

’H Page Break a' € @ 3D Models ~ g . Screenshot ~ & My Add-ins - WIKIPE
Pages Tables lllustrations Add-ins

L T -|"’-‘1|1|-2-|-3‘\‘4-|-5-|-5-

=

e Select your required picture (e.g. a photo or a company logo stored on your computer). On the Insert
Picture dialog box and click Insert.

e Youcaneasilyadjust yourimage by right-clickingon yourimage. The Quick Styles options willappear, which
enables you to change the style of your image or crop it.

&
Style  Crop

e Youcanalso change the size of yourimage by clicking on it. Circles willappear on the corners of the image.
Click on one of the circles and drag your mouse to increase or reduce the size of the image.

e To move an image to another location within a document, either click on the image and drag it to its new
location, or click on it and use Cut and Paste to move it to its new location.

e Either the Wrap Text or Position commands will enable you to wrap text around your images.

The Wrap Text command
e Towrap text around animage, first select the image. The Picture Tools tab will appear, click Format.

e Inthe Arrange group to the right-hand side, you will see an option to Wrap Text, as per the example below.
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&/ Tell me what you want to do

ZPicture Border - Position ~

e = = S sackward
e -; - | L& Picture Effects ~ | & Wrap Text = £l Selection Pane

= | &k picture Layout  [&2] In Line with Text

Square

Tight 14

8 a || 2

Al 13l

0 1ol M1

81 9| 1100 0111 1201 130 | (14,
IDLT LW IV L LWL LD ISy Iwaaliui .
Through
Top and Bottom

Behind Text

3
Q
n
£
)
s |
v}
&L
[0
~
o]
C
—
@]
=
=
o}
o
el
[}
>
i
<5}
=
o
oo
=
Q
~

In Front of Text

e Thedrop-down menu will provide you with some Wrap Text options - click on one of these to select it

e You can then wrap your text around the picture, just like | have done here. | have chosen
the Square option from the drop-down menu for the writing to appear on either side.
The Position command

e To position text around an image in a Microsoft Word document, follow the instructions above, but select
Position instead of Wrap Text. This will bring up the following options for you to choose from.

In Line with Text

With Text Wrapping

T More Layout Options...

e To the left-hand side of the Picture Tools ribbon, you will find the Adjust group. This contains the following
commands:

Remove Background. - removes the background from the image.

Corrections - enables you to sharpen, soften and adjust the brightness and contrast of images.

Colour - enables you to change the colour saturation, tone and re-colour images.

Artistic Effects - applies a variety of artistic effects to the images in your documents.

Compress Pictures - reduce the size of images, making your document easier to email.

Change Picture — remove or replace the image with another one, whilst keeping the size and position of
the original.

Reset Picture - discard any formatting changes made to the image, resetting it to its original version.

O O O O 0O

o
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HS9 03-2@ AR -

Home Inset Draw Design Layout

r'“ Corrections ~ :IEECorn press Pictures v
Re-}- lad] Color - i Change Picture ~ a
move -

Background EEArﬁstic Effects ~ “fad Reset Picture ~
Adjust

Click on an option to selectit.

Within the Picture Tools ribbon, you will find the Picture Styles group. Here you can customise your images by

selecting a particular style as shown below, or adding a border or effect.

Mailings  Review View Format ¢ Tell me what you want to d

v pvem| [pFeem : [ e B S - Zp?dureﬂorder'
= | e pre | : - | L4 Picture Effects -
- E—; Picture Layout =

Picture Styles T

P 0200 03 v A 5 6 L 7 8 9 | 10 I | 120 1 0130 | 14

To add a border, select your image by clicking on it and go to Picture Border. Select your chosen colour.

Z Picture Border = ’E‘

Theme Colors

Standard Colors

[ ] | EEEERE
Mo Qutline

f.f More Outline Colors...

= Weight r

=z Daghes b

You can also select the width and line style of the border under Weight and Dashes.
Picture Effects provides the following options to add more flair to your images.

F Picture Ffects =

g Preset

| Shadew

== Befiection

: No Glow

== SoftEdges !

- o Vaatistions

i Beve [

— =l =d =l = =i =
==| 3-0 Rotation »

= =d = - - e

Ly
Li
Li
Ly
i
Ly

| ¥
ki
ki
| ¥
iy
| ¥
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From the Insert tab, under the lllustrations group, you will find a library of “Clip Art” under Office.com, which
includes photos, drawings, videos, audio files. To access this library, click on Online Pictures.

A dialogue box will appear, which enables you to search for a specific picture, as per the example below.
Simply select your chosen picture and click Insert.

X
(© Search Results ©
Bing *  hngels x O
Size ~ Type ~ Color ~ Layout Creative Commons only »+  Clear filters
Tho
@ These results are tagged with Creative Commons licenses. Review the licenses to ensure you comply. Show All Results % v
You are responsible for respecting others’ rights, including copyright. Learn more here. Cancel
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@ Section ) = Working with hurts and Skepes

If you wish to insert a chart into your document, first place your cursor where you would like the chart to
appear.
Click on the Insert tab and, within the lllustrations group, click Chart.

H 9 08- @2 @ AR -

File Home Draw Design layout References

E Cover Page ~ Q;'Shapes = I SmartArt
A A
[ ] Blank Page ; . i 4 lcons
Tal:)le BlEpices Pci)ctn:.’li::s €0 3D Models ~ g, Sereenshot ~

Pages Tables llustrations
R e

W= Page Break

The Insert Chart dialogue box will appear. Here you can select the type of chart you want (i.e. columns, lines,
pie, etc.). Select your specific chart and click OK.

The required chart will now appear in your document with a Microsoft Excel spreadsheet, like the example
below.

N

A B C D
1 Series 1 |Series 2 Series 3
2 Category 1 43 24 2
3 Category 2 25 4.4 2
4 |Category 3 35 18 3
5 |Category 4 4.5 2.8 5
6
Chart Title
6
5 |
4
3 . -
‘ I Series "Series 3" Point "Category 4"
> | “ | ’ Value: 5
. | ] |
Category 1 Category 2 Category 3 Category 4

MSeries1 M Series2 M Series3

To edit your chart, you can type over the axis labels and data with your own axis labels and data.
Selecting a chart in Word will bring up the Chart Tools tab. Here you can alter the Design or the Format of
your chart.

38

eExXeC



o Within the lllustrations Group is the option to insert a shape into your document. These include, circles,
stars, squares, arrows, etc. To insert a shape, click the Insert tab, Shapes and then select from the variety
of shapes that appear.

H-03-@@ A DB -

File Home Draw Design layout References
B Cover Page ~ E w T SmartArt
A
[ Blank Page L] "ﬂ%‘ 5 Teo 1l Chart
Table Pict Onli
»—= Page Break a‘ A et PicI:L::ees €7 3D Models ~ @+ Screenshot ~
Pages Tables lllustrations
1 %A B
Recently Ured Shapes &
E OO AL Lk (G
v by
Lines
Rectangles
s e L e o o

Basic Shapes

Equathon Shapes
r=R-eg

Flowchart

Callowits

AOO@.aoad

e Toinsertashape, your cursor will turn into a plus sign. Click your cursor where you would like the shape to
appear in your document, and drag the mouse to adjust the shape to the size you wantit. Then release
the mouse.

e Selecting your shape will bring up the Drawing Tools Format tab, enabling you to adjust the colour, outline
and effects and wrap text in the same way you would with an image.

Wi 206 Bardei i lim, Mididu G Lluun
Flg o 1 Cliars: wpoal Relwences Balnge  Seewe Viw ! P
™ Lo ] - B Siaperit- | [ Tot Daatihint - | Bawlia | e Bakrrd - B T .
. | a = E N BT
ST e L Al . n L Shane Durfiea v A I |41 Bbign Teat = iebeap Tt - (L habeimn Tane T Redale
RPN E Y e ¥ shan EFeds = . P rhe L = dng Forad = 15 algn - e P T 2
[t Shasfun Ty i “Aandsrr angies Tl [l ] fra sl
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@ Section 8 - Masl Merge

Mail Merge is a handy tool offered by Word that enables you to bulk print/email letters and create envelopes
and labels to send to multiple people. Mail Merge then allows you to customise the letters to for individual
recipients.

e Thereare two ways to create a Mail Merge:

o Use the Mail Merge Wizard; or
o Use the Mailings tab.

e  Open up a blank document and go to the Mailings tab. Click Start Mail Merge and select Step-by-Step Mail
Merge Wizard.

= | o

=] Ll
StartMail  Select Ed
Merge = Recipients » Recipient List
B Letters

£1  E-mail Messages
E1 Envelopes..
'-_'D Labels...

D Directory

E:l MNormal Word Document

.ES‘:EP-L\_-:—Step Mtail I'w1-.‘:rgeﬂi_1_£::—|._.:>

® A navigation panel will appear to the side of your document. Here you will enter step 1 of the Mail Merge
Wizard, where you can select your document type. In this example, we will work with Letters. At the bottom
of the navigation panel, click Next: Starting document.

Mail Merge ~ %

Select document type

What type of document are you
working on?

® Letters
E-mail messages
Envelopes
Labels

Directory

Letters
Send letters to a group of peaple.
You can personalize the letter
that each person receives.

Click Next to continue.

Step 10f 6

> Next: Starting document
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In step 2, you can select the document you want to start with. Select Use the current document and then

click Next: Select recipients.

Mail Merge

- X

Select starting document

In step 3, you will select the recipients of your mailing. You can opt to Use an existing mailing list, or create

How do you want to set up

Use the ourrent docume

Stast from & templatz

SEAR Mo exiiting dodu

Start from the document
ok here and uie the Mail
Merge wizard to add
recipieat ird ormation

Step 2 i 6

& Previoun Sefed documant ty

anew one by selecting Type anew list and Create.

Mall ME'-I:_':H_.‘-. - %

Setect recipients
Use an existing list

am Oulicok contacts

Type a new list
Type the names and

_‘rlllle::_.in gl recipients

Step3ofb
= Next Write your letter

€ Previgun Staring document

If you opt to create a new list, the New Address List dialogue box will appear. Enter the address data into

here and click OK. Then save your list.
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New Address List ? X

Type recipient information in the table. To add more entries, click New Entry.
Title ~|First Na.. ~[LastNa.. ~|Compan.. ~|Address ... ~|Address .. ~|City v|state  ~[zIPCo
g
£ >
New Entry Find...
Delete Entry Customize Columns... oK Cancel
A

e Once you have created a list, the Mail Merge Wizard reverts to Use an existing list and provides the option
to edit the recipient list if you wish to.

Mail Merge 2

Select lcr.ii icnts

Seleet from Dutiook contacts
Type & new fist

Use an existing list

Currently, your recpients are
selected from

[Office Address Lisf] in "addressd

7] Select a detterent list.

e Click Next: Write your letter.
e Step 4 enables you to write your letter and add custom fields. First, click Address blockto add the
recipient's addresses at the top of the document.
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Mail Merge >

Write your letter

It you have not already done
$0, wrile your 1etter naw

To add recipient infarmation
to your letter, click a location
in the document, and then

click ane 6f 1k s bt

[} Gresting tint.,

j Electronic pastage...

B0 Moce mems.
When you have Ninithaad
wiriting your letter, dick e
Then you can praview and

perionalize each recipienl 4
letter.

Stepdoff
=» Next Preview your betters

&&= Previoun Select recpients

e Thelnsert Address Block dialogue box will appear. Tick or untick the boxes and select the options on the
left-hand side until the address appears the way you want it to.

Insert Address Block ? X
Specify address elements Preview
Insert recipient’s name in this format: Here is a preview from your recipient list:
Joshua ~ 1
Joshua Randall Jr.
Joshua Q. Randall Ir. Ms Michelle Gibson
Mr. Josh Randall Jr. Exec Angels
Mr. Josh Q. Randall Jr. Road 1
Mr. Joshua Randall Jr. hd Street 2
City 3
o
Insert company name 1512 37
Insert postal address:
O MNever include the country/region in the address
O Always include the country/region in the address
® Only include the country/region if different than:
Urugua
guey Correct Problems
Format address according to the destination country/region If items in your address block are missing or out of order, use Match Fields to

identify the correct address elements from your mailing list.

Match Fields... |

cance'

e Ifyouhave used an existinglist, clicking Match Fields opens up a dialogue box, where you can associate the
fields from your list with the fields required by the Mail Merge wizard, as per the box below.
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- ™
Match Fields T |-

In order to use special features, Mail Merge needs to know
which fields in your recipient list match to the required fields.
Use the drop-down list to select the appropriate recipient list
field for each address field component

Required for Address Block -
Courtesy Title Title [=]
First Mame First Mame El |
Last Name Last Name =l (7
Suffix (nat matched) [=]
Campany Campany Mame E|
Address 1 Address Line 1 [=]
Address 2 Address Line 2 [=]
City City [=]
State State [=]
Postal Code 7IP Code [=]
Country or Region Country or Region EI

Optional information hd
Use the drop-down lists to choose the field from your database
that corresponds to the address information Mail Merge
expects (listed on the left.)

|:| Remember this matching for this set of data sources on this
computer

[

e Next, click Greeting line to enter a greeting. The Insert Greeting Line dialogue box will appear. Select the
greeting line format by clicking the dropdown arrows and selecting your choice. Then click OK.

Insert Greeting Line ? X

Greeting line format:
Dear £ Mr. Randall > &2
Greeting line for invalid recipient names:
Dear Sir or Madam, v
Preview
Here is a preview from your recipient list:

1

Dear Ms Gibson,

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields to identify the
correct address elements from your mailing list.

Match Fields...

e Youcanthen write your letter. Click Next: Preview your letters.

e Instep 5, you can preview your letter to check you are happy with it and click Next: Complete the merge.
Your letter will appear, with copies to all of the recipients in your list.

e Step 6 is where you can either print your letters or Edit individual letters if you want to personalise any of
them.
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Mail Merge  * %

Mail Merge is ready to
produce your [etter.

Ta personalize your letters,
chck “Edit Individual Letlers,”
This waill opena new
dofument with your merged
letiers, To make changes to
all thie letters, Twitch back to
the origingl datument,

Merge

iy Edit individual setters..

StepBof 6.

4= Previoun Preview your latier:

8.2 Using the Mail Merge commands

Another option for a mailing is to go to the Mailings tab.
Here you will notice that most of the commands are greyed out. You can’t use them until you have first
created, or selected, a group of recipients. This will take you through the same steps as above.

_ MOME  INSENT  DESIGN  PAGELAVOUT  REFERUNCES | MALINGS | REVIEW  VEW

— e — fr— 1 E =k o E - fra
=E R E D : | m 2t o Forbe Rl =
Fiw . e - ~— = uyed Sy Mlakrh Fields £ 5 Firwf Aeciposert
Envelopes Labels  Star bdail  Select La Highlight  Adusem Giesting et Weigs Proviea Finrih i
Merge~ Recipionts = leripierl List Merge Fiekds Beock Lin= Timkd |3y Lipdints Latiels gy sy Laf Thetuth tor Friom Lhage
Create St Mad Merge Wiribe B Insert Filds Perie REcultn Finigh
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Congppatilations!

You've reached the end of Be Word Perfect - The Basics.

| hope you have found this e-book beneficial and it
continues to act as a useful guide for you.

For more advanced aspects of Microsoft Word, try the
Exec Angels Be Word Perfect — Advanced Tips.
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