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ECDL Approved Courseware

IMPORTANT - PLEASE READ

As a condition of providing official approval for this courseware, the ECDL
Foundation demand that the following statement appear within all approved ECDL
courseware, produced by third party courseware providers: -

European Computer Driving Licence, ECDL, International Computer Driving Licence, ICDL, e-Citizen
and related logos are trade marks of The European Computer Driving Licence Foundation Limited
(“ECDL-F") in Ireland and other countries.

Cheltenham Courseware is an entity independent of ECDL-F and is not associated with ECDL-F in
any manner. This courseware publication may be used to assist candidates to prepare for ECDL
tests. Neither ECDL-F nor Cheltenham Courseware warrants that the use of this courseware
publication will ensure passing of ECDL tests. This courseware publication has been independently
reviewed and approved by ECDL-F as complying with the following standard:

Technical compliance with the learning objectives of ECDL syllabus 4.

Confirmation of this approval can be obtained by reviewing the Courseware Section of the website
www.ecdl.com

The material contained in this courseware publication has not been reviewed for technical accuracy
and does not guarantee that candidates will pass ECDL tests. Any and all assessment items and/or
performance-based exercises contained in this courseware publication relate solely to this publication
and do not constitute or imply certification by ECDL-F in respect of ECDL tests or any other ECDL-F
test.

For details on sitting ECDL tests and other ECDL-F tests in your country, please contact your
country's National ECDL/ICDL designated Licensee or visit ECDL-F's web site at www.ecdl.com.

Candidates using this courseware publication must be registered with the National Licensee, before
undertaking ECDL tests. Without a valid registration, ECDL tests cannot be undertaken and no
ECDL test certificate, nor any other form of recognition, can be given to a candidate. Registration
should be undertaken with your country's National ECDL/ICDL designated Licensee at any Approved
ECDL test certificate Test Centre.

Syllabus 4 is the official syllabus of the ECDL certification programme at the date of
approval of this courseware publication.

ECDL Foundation

Approved Courseware
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WP2.1.1.  First Steps with Word Processing

WP2.1.1.1. Opening and closing Microsoft Word

Starting Word using the Windows Start menu

e If necessary switch on your PC and enter the necessary ID and passwords, so
that the Windows Desktop is displayed.

e Click on the Start icon to display the Start menu and then click on the
Microsoft Word icon and the Word program window will be displayed.

|7 My Pictures

Tt @ My Music
Micrascft PowerPoint +H My Computer
\3 My Network Places
Micrasoft Excel

T D’ Contral Panel
E% pant shop Pro s
© & connect To v
ks,

g Printers and Faxes

@ Tour Windows <P
9) Help and Support:
II") Search

all Programs D ) Run...

!| Log OFf @| Turn OFF Computet

[ 88 mod3 |3k ecoL va mop ;

77 start

Closing the Word program using the Close Icon
e Click on the Close icon displayed at the top right of the Microsoft Word
window.

Closing the Word program using a keyboard shortcut
e Restart the Word program using the method previously outlined. Then close
the program using the keyboard shortcut Alt+F4.

WP2.1.1.2. Opening one or several documents

Opening afile

e Start the Word program and click on the Open icon and from the dialog box
displayed select a file called USING WORD and then double click on the file
to open it.
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|

=

Identifying the function of the icons within the Open dialog box.

Click on the Open icon. Make sure that you understand the function of each
of the following icons displayed along the top of the Open dialog box.

Remember that you can use the 'What is this Help'. To do this click on the
Question Mark icon at the top-right of the dialog box, and then click on an
item you do not understand. A popup box is displayed containing help on the
item you click on. Try it!

T

[ X 8 @

Selecting a continuous block of files to open

Click on the Open icon, which will display the Open dialog box.

Click on the first file of the block you wish to select, (in this case select the
first file displayed in the list) and then while depressing the Shift key, click
on the last file of the required block (in this case click on the sixth file in the
list). When you release the Shift key the entire block will remain selected.
Click on the Open button and all the selected files will open.

Close all open files. To do this, hold down the Shift key whilst clicking on the
File drop down menu and then select the Close All command.

Selecting multiple files (to open) which are not in a continuous block

Click on the Open icon, which will display the Open dialog box.

Click on the first file which you wish to select (in this case the first file on the
list) and while keeping the Ctrl key depressed, click on the other files which
you wish to select (click on a few at random to illustrated the principle).
When you release the Ctrl key, the selected files will continue to be
highlighted.

Click on the Open button and all the selected files will open.
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e Close all open files.

WP2.1.1.3. Creating a new document based on default or on other
templates

Creating a new document based on the default template
¢ Click on the New icon and a new blank document will be displayed on the
screen. This document will be based on the default template within Word.

3

e Type in your name.
To save the file click on the Save icon, enter a file name (in this case called
STARTING), and then click on the Save button.

¢ Close the file.

Creating a new document based on another template
e From the File menu select New to display the New Document task pane.

2§ DocB - Microsoft Word

File Edit Wiew Insert Format Tools Table ‘Window Help 3 i 8 - X
DeEas SRV

A4 Mormal + Times New Roman » 12«
Lg"'l'-‘l---l---

e ﬂ New Document * X
Open a document
Docd
Dord
Daocs
Daocz
[= More documents. .,
New
[ Blank Document,
B Blank Web Page
54 Blank E-mail Message
New from existing document
1] Choose document. .,
New from template
Professional Fax
ﬁ] General Templates...
;J Templates on my Web Sites..,
3J Templates an Microsoft.com

£ Add Metwaork Place. ..
Microsaft Ward Help
|| Show at startup

BLEEER |
Draw= 3 sutoshapes~ . W O E 4l R E d-L-A-==5 B @ .

Page 1 Sec 1 11 a1 Lnl ol 1 ' ” Vi English (U.5
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You will see a range of options displayed within the Task Pane.

New Document v X

Open a document
Dacd
Dacd
Dac3
Dac2
[ More documents. ..
New
[) elank Document
@ Blank Web Page
B Blank E-mail Message
Mew from existing document
@_j Choose docurment. ..
New from template
Professional Fax
EI zeneral Templates. ..
y Templates an my Weh Sites. ..
a3 I Templates an Micrasoft, com

In this case we want to create a professional looking memo. Within the New
from template section, click on General Templates and the following

dialog will be displayed.

Templates g|

General ] Legal Pleadings ] Letters & Faxes ] Mail Merge ] Mermos ] Other Documents ]
Publications ] Reports | ‘Web Pages | Sales 2002_files |
pre— = e Presigs
Brochure Directory ranual Thesis
% -
Create Mew
@ Document © Template
Ok | Cancel

Click on the Memos tab and select the Professional Memo icon which
displays the following.
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Templates @

Publications ] Reports ] Web Pages ] Sales Z00Z_files ]
General ] Legal Pleadings ] Letters & Faxes ] Mail Merge Memos l Other Documents ]
T = Preview
Contemporary  Elegant Mema  Mermo Wizard
Memo =
Memo
Create Mew
& Document  © Template

(o] 4 | Cancel ‘

Clicking on the OK button will display the outline of a memo on your screen,
which you can adapt.

2l Document11 - Microsoft Word g@

Fle Edit Wew Insert Formet Tools Table Window Help t - X

bedasn &LV B o~
M Return Addres: « Arial -8 «~ B I O % o
L 1|§|1| . 3 ¢ ' 7 =

: Memo

To: [Click here and type name]
From: [Click here and type name]
i CcC: [Click here and type name]

s Date: December 3, 2003

ﬂ-ﬂ Re: [Click here and type subject]

;i How to Use This Memo Template —:
3 @
- Select the text you would like to replace, and type your memo. Use styles such as Heading 1-3 and =
=EREEA | = = = = = = = = = = = = | >|
Draw~ [ Autoshapes+ ™. w [IOxﬂ L5 ] &'i'é'fjgnﬁ e

Page 1 Sec 1 11 At 0.6" ln1 Col1 English (1.5

Where the text Company Name Here is displayed, enter a fictitious
company name.

Experiment with customising the rest of the menu.

Save the file as MY MEMO, and then close the file.

WP2.1.1.4. Saving adocument to a location on a drive
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Saving afile to a diskette

Open a file called USING WORD. Click on the File drop down menu and
select the Save As command. A dialog box will be displayed similar to that
illustrated.

Save in: |E| My Documents j
My Daka Sources
-4 I iy Music
History My Pictures
Cctglabal o1
i B Cctalobal 02

Click on the down arrow to the right of the Save in section of the dialog box,
which will display a drop down menu, as illustrated.

Save in: | D My Documents - é

Desktop =
ﬁ, '§ My Computer
|5 Shared Documents
Histary 314 Floppy (A}
“ge Local Disk (C:)
@ prPCPRODB0O (D:)
(+) CDDrive (E:)
My Documents 3 Cct on 'Office Server (Cct-ser...
Data on 'Office Server (Ceck-s...

P ‘j‘hﬂy Netwiork Places

Select the 3 1/2 Floppy (A:) icon.

le-m @ ¥ O ok

Enter a file name (in this case MY MEMO 1) and then click on the Save
button.

Creating a new folder in which to save your document

Click on the File drop down menu and select the Save As command. Word
will remember the last place you saved to (i.e. the floppy disk) and this
location will be displayed in Save As dialog box.

Click on the Create New Folder icon, displayed within the Save As dialog
box. This will display the New Folder dialog box.

i
Enter the name of the new folder (in this case MY DATA), and then click on
the OK button. This folder will then be automatically displayed within the

dialog box.
Click on the Save button to save the file.

WP2.1.1.5. Saving adocument under another name
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Saving using "Save As"

e From the File menu choose Save As command and enter a new file name (in
this case MY MEMO 2)

¢ Save the file.

WP2.1.1.6. Saving adocument in another file type

Saving afile in a format other than Microsoft Word format

e From the File drop down menu, click on the Save As command.

e Click on the My Documents button to reset the default location to the My
Documents folder.

Save in:

History

My Documents

Enter a file name, in this case name (in this case MY MEMO 3).

e Click on the down arrow to the right of the Save as type: box, and select the
type of file format which you wish to save the file as (in this case Rich Text
Format).

L]
Favorites
=
=) 5 il i
= Flepame:  [Docz -] Save
Iy Metwark, —
Places Save as byps: |Wnrd Documenkt - Cancel
'ord Document -
'web Page

'Web Page, Filtered
'wieb Archive
Document Template

¢ Click on the Save button to save it in the required format.

e Experiment with saving the file in other formats such as:
- a text file
- an HTML format
- a template format
- as a file formatted to be compatible with an earlier version or Word (such as
Word 6)
- as a file formatted for use with a completely different application, such as
WordPerfect.
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Saving a file using a software specific file extension

In some cases you may wish to specify a file extension name. For instance,
you may want to save a database file, not as a text only file, which by default
will have a file name extension of .TXT, but as a text file using a .CSV file
name extension. To do this we will use the Save As option, select the Plain
Text option, and enter a name along with the file name extension, such as

CONTACTS.CSV.

; H:Itiut File pame:  [cantacts.co | Save
iy Histw
Places Save as byoe: |S1§n Tt LI Cancel

When you click on the Save option you may see the following dialog box.
Select Windows (Default) and then click on the OK button.

File Conversion - contacts

Wtarning: Sawing as a kext File will cause all Farmatting, pickures, and objects in wour file ko be lost,
Text encoding:

I Insert line breaks

End lines with; JCR ILF -

I Allow characker substitution

estern European (Windows)

Presiew:

Title, First-name, Second-tate, Departrnent ~
Idr, Daseid, Ivlurrary, Blarketing

Mz, Bowar, Smuth, Sales

Is, Low, Browr, Ivlarketing

Ivlx, Ellint, Srnith, Production

Ivlts, &llison, Buck, Sales

Iy, Arm, Trod, Packaging

| Ik, | Cancel

Save any open files and close the Word program.

WP2.1.1.7. Switching between open documents

Switching from one open document to another one (using the Taskbar)

Start Microsoft Word.
Open any three files.
To change from one document to another, simply click on the required

document, as displayed within the Taskbar at the bottom of your Windows

screen.
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Page 9 Sec Z 13470 Ak Ln ol REZ  TREK

'4 start &l ECOL ¥4 MOD 3 offa. ., iali Documents - Microsof..,

e You can also experiment with using the Window drop down menu to switch
between documents.

Window | Help

$| 1 Document4

| 2 ECOL ¥4 MOD 3 offcie %P version
W

W

WP2.1.1.8. Using Help

Displaying the Office Assistant Help

¢ The Office Assistant is displayed by default. If the assistant has been
hidden and you wish to reactivate it, select Show the Office Assistant from
the Help menu.

Help | Acrobat
@ Microsoft Word Help F1

| Show the Qffice Assistant

h? what's This? Shift+F 1

what would you like to do?

& and

ype your guestion her

hen click Search,

Dptions Search

J12-u-13-u-14-n-15_£1

Hiding the Office Assistant
¢ Right click on the Office Assistant and from the menu displayed, click on the
Hide command.

- [=]X]

. uestionforhelp e X

o Before continuing, re-display the Office Assistant.
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"What is this" Help

e Within many dialog boxes you will see a question mark symbol in the top-
right corner of the dialog box. For instance click on the Format drop down
menu, select the Font command and this will display the Font dialog box with
this sort of help enabled. Not all dialog boxes have this feature however. To
use "What is this", click on the question mark and then click on the item in
the dialog box which you do not understand.

e In the example shown we have clicked on the Shadow check box within the
Font dialog box, and as you can see help is displayed relating to the Shadow
option!

Effects
[ Strikethrough [ Shadow [ Small caps

r Adds a shadow behind the selected text, beneath
[ 1 andtothe right of the text

e Experiment!

WP2.1.1.9. Closing a document

Closing a document in Word
e Click on the Close icon displayed at the top-right of the document window.
Be sure to click on the Close Window icon, (as opposed to the Close icon).

I e )
- [=]

Close Window

e Close all documents before continuing.

WP2.1.2. Adjusting Settings

WP2.1.2.1. Changing between page view modes

Viewing a document using different modes

e Open a file called LOOK AT ME.

e Experiment with clicking on the View drop down menu and viewing the effect
of selecting various views such as:
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- Normal

- Web Layout
- Print Layout
- Full Screen

Wigw | Insert  Format  Tools

Mormal

@ Web Lawout
|E| Print Layauk =
Outline

Task Pane

il

Toolbars 3
Ruler

Document Map

m A[<]

Header and Fooker

Markup

o

Full Screen

ZOOM, .\

As you will see Print Layout gives a good impression of how the printed page
will look. The normal view can display very strange looking results!
When you have finished re-view the document using the Print Layout view.

WP2.1.2.2. Using the Zoom tool

Zooming a document using the Zoom icon

Use the Zoom icon on the Standard toolbar to quickly zoom to certain
settings. Click on the down arrow next to the Zoom icon to display a drop
down list of pre-set screen zoom values.

500% ’
200%
150%
100%
75%

S0%

Z5%a

10%:

Page Width

§_ur

Experiment using high and then low zooms.
When you have finished experimenting, reset the value to Page Width
setting.

WP2.1.2.3. Displaying or hiding toolbars
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Displaying or hide a toolbar

To display a toolbar, select the Toolbars command from the View menu to
display the Toolbars drop down menu. A list of toolbars is displayed which
includes: Standard, Formatting, Borders, Database and Drawing. Choose the
Toolbar you want to display or hide by clicking on it from the list.
Experiment!

Tahle  Window — Heln

Standard

AutoText
Control Toolbox
Database
Drawing

Farms

Frames

Mail Merge
Cutlining
Picture
Reviewing
Tables and Borders
Wisual Basic
Web

Weh Tools
Word Counk
Worddrt

Cuskomize, .,

Before continuing, make sure that only the Standard and Formatting
toolbars are displayed.

WP2.1.2.4. Displaying or hiding non-printing characters

Displaying non-printing characters
Click on the Show/Hide icon, located within the Standard Toolbar and view
the effect on the document.

& |97 | 158
ig_g =M

ShowHide ﬁ

Before continuing, re-click on the Show/Hide icon located within the
Standard Toolbar to hide the non-printing characters.
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WP2.1.2.5. Modifying basic options

Modifying preference options within Word
e Click on the Tools drop down menu and select the Options command which
will display the Options dialog box.

e To examine the User Information: Click on the User Information tab
within the dialog box, and see the sort of information which is stored here.

Options
Wiga ] General l Edit ] Print l Save l
Security ] speling & Grammar ] Track Changes l
User Information l Comnpatibility: l File Lot ations l

I=ser information

Marme:

|Daviu:| T
Inikials:

e —

Mailing address:

Ik | Cancel

e Examining the default folder: Click on the File Locations tab within the
dialog box. Select Documents in the File types sections. Which folder is
currently set as the default document folder? The default folder is the folder
which will, by default, be displayed within the Open or Save dialog boxes in
Word.
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Options

Wig ] General l Edit ] Prink l Save l

Security l speling & Grammar ] Track Changes
User Information l Cormpatibilicy File Lo ations
File locations

CLIMEn!

Clipart pictures

ser kemplates L AMicrosoft) Templates

Workgroup kemplates

AutoRecover files 4. Application Datal Microsaft)Waord
Tools i Aicrosoft OfficelCffice10
Skarkup LA Microsofe \Ward | STARTUP

Modify Location
Laak in: | D My Documents j @ 5 Toals ~
My Data Sources
;ﬁﬁ ] YﬁMy Music

History uﬂMv Pictures

My Documents

g F—
I*@ el [

o

=]

Favarites
-
OF = ;
= Falder name: j oK |
My Metwork

Places Cancel

¢ When you have finished examining the options available, close any open
dialog boxes, without saving any changes which you may have made.
e Close Microsoft Word before continuing.
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WP2.2. Main Operations

WP2.2.1. Inserting Data

WP2.2.1.1. Inserting text

Inserting a word

e Open a file called INSERT DATA.

¢ Insert the word Microsoft before the word 'Word' at the beginning of the
document.

Inserting a new paragraph

e Click just after the end of the last word within the document. Press the Enter
key two times. Type in a short paragraph of text (about why you are learning
how to use a word-processor).

WP2.2.1.2. Inserting special characters and symbols

Inserting special symbols

o Click just after the end of the last word within the document. Press the Enter
key two times. Click on the Insert drop down menu and select the Symbol
command. This displays the Symbol dialog box. You can select a symbol and
then click on the Insert button to insert the symbol into the document.

Symbol @@

Symbols | special Characters |
Font: [(normal text) -] Subset: [Basic Gresk R
AMINZ[o[n[P[z|T[Y[o[X[w Y TV *
ale|n|i|0ja|pjy|dle|l|(n|B|1|K|A_|
MIVIS|O|TTIP|C|IO|[T|U|Q|IX|W W|[T|O
O|U|W|E|B|F|E|S|I]] Jfbl-b'ﬁ}{“;’j
Recently used symbols:
QMB® IO €| L|¥ L|#|s|z2|+|x|=|H|ld
GREEK CAPITAL LETTER OME . Character code: [0349 from: [Unicode (hex) -]
mutoCorrect... | Shortcut Key... | Shortcut key: 0343, At

[ mset | concel |
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In this case insert the Copyright character.

©

Click on the Close button.
Next to this type in your full name.
Save the document and then close the document.

Using AutoCorrect to insert symbols

Open a file called AUTOCORRECT.

Try entering the following and see what happens ...
(©)

()

(tm)

Save the changes to your document and close the file.

WP2.2.2. Selecting Data

WP2.2.2.1. Selecting a character, word, line, sentence, paragraph
or the entire body text

Selecting a character

Open a file called SELECT DATA.

Click just in front of the character you want to select (in this case in front of
the first character in the blue paragraph).

Press the Shift key (and keep it pressed).

Press the right arrow key.

Release the Shift key.

The screen will resemble that below.

Selection Techniques

fIn many cases you need to select
applying formatting mformation

Now that we have selected the character, we will apply a change to the
selected character. Click on the down arrow to the right of the Font Colour
icon and clicking on a colour. That colour will then be applied to the selected
character.
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A -

— -

| Aukarnatic

EEEEEEEN
EiEEuEEN
|

[ | HR
| Orange |
B
More Colaors., ..

Selecting a word
e Double click on the second word in the blue paragraph, as illustrated. Now
the word is selected, apply a different font colour to the selected word.

Selection Techniques

In mkdlgcases youneed to sele
applying formatting imformatio:

Selecting a line
¢ Move the mouse pointer to the left of the second line within the blue

paragraph and wait until the mouse pointer changes from an | bar to an
arrow pointing upwards and to the right. You are now in the “Selection Bar”,
a hidden screen element. Click once with the mouse button to select the line,

as illustrated.

Selection Techniques

In many cases you need to select something within Word (such as

applying formatting information to the selected item!

e Now the line is selected, apply a different font colour to the selected line.

Selecting a sentence
e Click within the second sentence of the second paragraph. Depress the Ctrl

key and then click within the sentence, to select the sentence.

Selection Techniques

In many cases you need to select something within Word (such as a line of text), prior to
applying formatting mformation to the selected item!

ws 1f you w

S LT BTN

¢ Now the sentence is selected, apply a different font colour to the selected
sentence.
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Selecting a paragraph

Click within the paragraph starting with the words ' To select a character .
Click three times to select the paragraph, as illustrated.

click on the Increase Indent icon located on the Formatting Toolbar.

ter you want to select. Press the
ease the Shirt key

o select a character.

1ck just m front of the cha
Shirt key (and keep it | 5

s the right ar

Now the paragraph is selected, apply a different font colour to the selected
paragraph.

Selecting all text

Experiment with selecting all the text within the document by pressing
Ctrl+A.
Save and close the document.

WP2.2.3. Editing Data

WP2.2.3.1. Editing content by inserting or over-typing

Inserting text

Open a file called EDIT DATA.

Within the second line, click in front of the word star.

Type in the letter a.

Press the spacebar to insert a space. The sentence should now read
'The Sun is a star'.

Within the first line, click in front of the word *word".

Type in the word Microsoft.

Press the spacebar to insert a space. The sentence should now read 'A good
example of an application program is Microsoft Word".

Modifying existing text

Double click on the word David in the last line (to select it).
Replace the selected name with your first name.

WP2.2.3.2. Using the Undo and Redo commands

Using Undo to reverse your last actions

Click on the Undo button on the Standard toolbar. You should see the name
David reappear!
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Repeating a command, action, or typing
¢ Click on the Redo button on the Standard toolbar. You should see your
name reappear.

|

e Save the file changes and then close the file.

WP2.2.4. Copying, Moving and Deleting

WP2.2.4.1. Copying text within a document or between open
documents

Copying text within a document

e Open a file called DUPLICATE MOVE DELETE O1.

Click three times within the first paragraph to select it.

Click on the Edit drop down menu and select the Copy command.
Move to the end of the document and click once.

Click on the Edit drop down menu and select the Paste command.

Copying text from one document to another

o Click three times within the first paragraph to select it.

e Click on the Edit drop down menu and select the Copy command.

e Open a second document called DUPLICATE MOVE DELETE 02.

¢ Within this second document, click at the position within the document to
where you wish to copy the selected text.

e Click on the Edit drop down menu and select the Paste command.

WP2.2.4.2. Moving text within a document or between open
documents

Moving text within a document
e Redisplay the first document called DUPLICATE MOVE DELETE 01 (by
clicking on its icon displayed along the bottom of your screen).
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e Select the paragraph formatted using Arial Bold text.

To move text within a document: Select the text that you wish to move. Click on
he Edit drop down menu and select the Cut command. Click at the position within
he document that you wish to move the selected text to. Click on the Edit drop
down menu and select the Paste command.

e Click on the Edit drop down menu and select the Cut command.
Click at the end of the document.
¢ Click on the Edit drop down menu and select the Paste command.

Moving text from one document to another
e Select the paragraph formatted using Arial Bold text.

To move text within a document: Select the text that you wish to move. Click on
he Edit drop down menu and select the Cut command. Click at the position within
he document that you wish to move the selected text to. Click on the Edit drop
down menu and select the Paste command.

e Click on the Edit drop down menu and select the Cut command.

o Redisplay the second document called DUPLICATE MOVE DELETE 02 (by
clicking on its icon displayed along the bottom of your screen).

e Click at the position within the document to where you wish to move the
selected text.
Click on the Edit drop down menu and select the Paste command.

e Save your changes and close both files.

WP2.2.4.3. Deleting text

Deleting a character

e Open a file called DELETE.

e Place the insertion point to the left of the very first character within the
document and press Delete.

Deleting a word
¢ Double-click within the second word in the document and press the Delete
key.

Deleting a line

e Select a line within the paragraph explaining how to delete a line by moving
the mouse pointer in the left-hand margin and clicking once.

e Press the Delete key.

Deleting a sentence
e Select a sentence within the paragraph explaining how to delete a sentence.
o Depress the Ctrl key and click once to select the sentence.
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o Press the Delete key.

Deleting a paragraph

e Select the paragraph explaining how to delete a paragraph (triple click to
select the paragraph).

o Press the Delete key.

Deleting a block of text

o Experiment with selecting blocks of text within the last paragraph in the
document (by dragging the mouse pointer over the text with the left mouse
button depressed). Once the text is selected press the Delete key.

e Save your changes and close the file.

WP2.2.5. Search & Replace

WP2.2.5.1. Using the search command for a specific word, phrase

Finding text in a document

e Open a file called SEARCH AND REPLACE.

e Click on the Edit drop down menu and select the Find command to display
the Find and Replace dialog box.

e Type the text you wish to find in the Find what text box, in this case the
word Excel.

Find and Replace

Find lRegIau:e] Go To ]

Find what: |Excell |

[ Highlight all iterms Found in:

|' : _J More ¥ | Find Mext | Cancel

¢ Click on the Find Next button to find the next occurrence of the text you are
looking for. You will need to click on the Find Next button a few times to find
all occurrences of the word Excel. Close the Find and Replace dialog box.

WP2.2.5.2. Using a simple replace command for a specific word,
phrase
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Finding and replace text in a document
e Click on the Edit drop down menu and select the Replace command to

display the Find and Replace dialog box.
o Type the text you wish to find and replace in the Find what text box, in this

case the word Excel.
o Type the replacement text in the Replace with text box, in this case

Microsoft Excel.

Find and Replace

Find Replace l 50 To ]

Find what: ]Excel

Replace with: |Miu:ru:usu:uft Excel

More ¥ Replace Replace Al ‘ Find Mexk | Zancel ‘

e Click on the Replace All button and this will replace all occurrences of the
word as specified.

e Close the Find and Replace dialog box.

e Save your changes and save the file.
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WP2.3. Formatting

WP2.3.1. Text Formatting

WP2.3.1.1. Changing text appearance including font sizes and
type

Changing the font size or type
e Open a file called TEXT FORMATTING 0O1.
e Select the first line of text, as illustrated.

.ﬂ Marmal ~ Times New Raoman = 12 -

..E---u---l---'

ext formatting

o Apply a different font to the selected text, and also make the font size larger,
using the Font and Font Size icons.

AT (=12 ~ B I U IEE'E

T Haettenschureiler =

T Courlier New -

T Arial

i Impact _;E ~
T Verdana a —
T Arial Black ﬁ—
T Arial
% Arial Black "

T Anal Narrow 15

8 AvantGarde .

T Book Antiqua H Y e

WP2.3.1.2. Applying text formatting such as bold, italic or
underline

Formatting selected text as bold or italic or Underlines
e Select the first line of text as before and format the text as Bold, Italic and
underlined using the icons in the Formatting toolbar.

B 7 u
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WP2.3.1.3. Applying subscript or superscript to text

Applying subscript or superscript formatting

e Select the 2 in the line containing the equation E=MC2.

e From the Format menu, choose the Font command. The Font dialog box is
displayed.

¢ From within the Effects section of the dialog box, select the Superscript
command.

Effects
[ strikethrough [ shadow [ small caps
™ Double strikethrough [ outline [ allcaps
[ superscript [~ Emboss [ Hidden
[ subscript [~ Engrave

e Click on the OK button to close the Font dialog box.
Select the 2 in the line containing the equation H20.

e From the Format menu, choose the Font command. The Font dialog box is
displayed.

e From within the Effects section of the dialog box, select the Subscript
command.

e Click on the OK button to close the Font dialog box.

e The text should now look like this.

E=MC? is the famous equation equating mass and energy.

H,O 1s the chemical symbol for water.

WP2.3.1.4. Applying case changes to text

Changing the text case

e Select the first line of text. Click on the Format drop down menu and select
the Change Case command. From the dialog box displayed, select the
required case, (in this case UPPERCASE) and then click on the OK button.

" Sentence case,
" |lowercase
" UPPER.CASE

™ tOGGLE cASE

(o] 4 | Cancel
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WP2.3.1.5. Applying different colours to text

Applying colours to selected text

Select the first line of text again.

Click on the down arrow next to the Font Colour icon, which will display a
drop down dialog box.

Click on the colour you wish to apply (in this case Red). De-select the
selected text to see the effect of your formatting changes!

Bl

1

‘ | Automnatic

EEEEEENERN
EEEEEEEN
| HE ENER
| Qg

Mare Colars. ..

Applying different background colours to selected text

Select the last paragraph of text (by triple clicking within the paragraph).
Click on the Format drop down menu, and select the Borders and Shading
command.

Within the dialog box displayed, select the Shading tab.

Select the required colour (in this case choose a yellow colour) and then click
on the OK button.
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Borders and Shading

Fill Preview
[ Mo Fill

T T T TR

FEEE N NN : :
EREEEEEE | en

ETENENT

ENTEEFEEE

BTN
BT T TR More Colors... ‘ E :

Patterns
Skwle:

Apply ba:
]
":' = lJ |F‘aragraph LJ
| Formt =

Showe Toolbar | Horizontal Line. .. | (] 4 | Zancel ‘

WP2.3.1.6. Copying formatting from a piece of text to another
piece of text

Copying formatting using the Format Painter.

e Select some text which has been previously formatted.

e Click on the Format Painter icon. You will notice that the mouse pointer
shape has changed to the shape of a small painting brush.

e Select the text to which you wish to copy the formatting, and when you
release the mouse button (and de-select the newly selected text) you will see
that the formatting applied to the first block of text has been copied to the
newly selected text.

e Save your changes and close the file.

WP2.3.1.7. Applying an existing style to aword, aline or a
paragraph

Applying a style

e Open a file called TEXT FORMATTING 02.

e If necessary change to "Print Layout' view.

e Follow the instructions within the document and apply different styles.

To apply a style you click on the down arrow to the right of the Style box to
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display the Style List box, then select a style and it will be applied to the
selected text.

L8 Clear Formatting
|_ Heading 1 "
Heading 2 1
Heading 3 1
Normal 0
More...

WP2.3.1.8. Using automatic hyphenation

Setting automatic hyphenation

¢ If necessary change to 'Print Layout' view.

e To see how hyphenation has been set on your PC, click on the Tools drop
down menu and select the Language command. From the sub-menu
displayed select the Hyphenation command. This will display the
Hyphenation dialog box.

Tools | Table ‘Window Help
8 speling and Grammar. .. F7 @ = IEI Bl 9 16e%
| | Language 3 | % Sek Language. .. L
7 Fix Broken Text.., Translate. .. B
Word Count. .. Thesaurus..,  Shift+F7
:«’é‘] AukoSummarize. .. | Hyvphenation, .. |
Soeech

¢ To automatically hyphenate a document, click on the "Automatically
hyphenate document” check box. What changes do you see when you click
on the OK button?

Hyphenation E| E|

[ iAutomatically hyphenate document !
¥ Hyphenate words in CAPS

Hyphenation zone: 0.63 cm El:
Limit: consecutive hyphens to: R lirnit 3:

Manual. .. | Ik | Cancel |

o Close the dialog box and continue.
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WP2.3.2. Paragraph Formatting

WP2.3.2.1. Inserting or removing paragraph marks

Inserting a paragraph mark
e Click just below the line which talks about formatting using Heading 1.
¢ Insert a few extra paragraph marks by pressing the Return (Enter) key.

Removing a paragraph mark

o Click just below the line which talks about formatting using Heading 2.

e Remove the paragraph mark by pressing the Del key. There should now be
no empty lines displayed between the last two lines in the document.

WP2.3.2.2. Inserting or removing soft carriage return (line break)
marks

Inserting a soft carriage return (line break)

¢ In the line which talks about formatting using Heading 1, click just before the
word 'this’.

e Press the Enter key while depressing the Shift key.

¢ Click on the Show/Hide icon to display the line break character, and you
should see the following.

Apply-a-Heading:1 to-«
this-paragraph.q

e Re-click on the Show/Hide icon to hide the display the line break character.

Removing a soft carriage return (line break)
e Use normal deletion techniques to delete the line break symbol.
e Use the Undo icon to reverse this deletion.

WP2.3.2.3. Aligning text

Aligning text in a document
e Click within the first line of text and centre the text using the alignment icons
located on the Formatting toolbar.
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WP2.3.2.4. Indenting paragraphs

Using the Indent icons
¢ Indent the first paragraph of text using the Increase Indent icon on the
toolbar.

TN
il
1
"

Indenting a hanging paragraph

e Click with the second paragraph. From the Format menu, select the
Paragraph command to display the Paragraph dialog box.

e If not already displayed, select the Indents and Spacing tab. You can see
the following options:

Indentation
Left: Dem = Special: Biy:
Right: |D crm il |Hanging j ||:|.5 cri il

e Apply a hanging indent.

WP2.3.2.5. Applying single or double line spacing within
paragraphs

Adjusting line spacing in a document

e Click within the second paragraph. From the Format menu, click on the
Paragraph command to display the Paragraph dialog box.

e Within the Line Spacing section of the dialog box, set the line spacing to
Double.

¢ Examine the other options available.

Line spacing: ar:

1.5 lines
Double
Ak least

¢ Click on the OK button to apply your changes.
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Save your changes and close the file.

WP2.3.2.6. Applying spacing above or below paragraphs

Controlling spacing above and below paragraphs

Open a file called PARAGRAPH FORMATTING 0O1.

Click within the second paragraph. Click on the Format drop down menu and
select the Paragraph command. This will display the Paragraph dialog box.
Within the dialog box, change the Spacing section of the dialog box, modify
the spacing Before and After, as required.

Spacing
Befare: 0 pt —
after: 0 pt —

Experiment for a while and observe the effects!
Save your changes and close the file.

WP2.3.2.7. Setting, removing and using tabs

Setting or change tabs using the Ruler

Open a file called TABS.

Click on the Show/Hide icon so that you can see the tab stops displayed.

To move the tab stops select all the text and drag the Tab stops (as displayed
within the Word Ruler) to the left or right.

Click at the end of the document and experiment with inserting tab spaces.
Experiment with entering text into these tab spaces.
Save your changes and close the file.

WP2.3.2.8. Applying/removing bullets and numbering to a single
level list

Applying bullets to a list using the Bullets icon

Open a file called PARAGRAPH FORMATTING 02.
Select the list of Countries.
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Click on the Bullets tool within the Formatting toolbar.

Removing bullet formatting from a list

Select the list of Cities.
Click on the Bullets icon on the Formatting toolbar.

Adding numbering to a list using the Numbering icon

Select the list of Continents.
Click on the Numbering icon from the Formatting toolbar.

i
z—
T —

WP2.3.2.9. Changing the style of bullets or numbering

Applying alternate bullet formatting to a list

Select the list of Countries.
From the Format menu select Bullets and Numbering, to display the
Bullets and Numbering dialog box.

Bullets and Humbering

Bulleted lﬂumhered Cutling Mumbered | Lisk Skyles

- [m] u

MNone . e -

- o ]

+ -:- ¥ .
+ o ¥ .
+ -:- ¥ .

(o]4 | Cancel |

The Bulleted option tab should be displayed, if not, select it. A list of

different bulleted styles will appear. Select a bullet style from the Bulleted

folder (just experiment for a whilel!).
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Adding alternative numbering styles to a list

Select the list of Continents.

From the Format menu select Bullets and Numbering, which will display
the Bullets and Numbering dialog box.

Click on the Numbered tab. A list of different numbered styles is displayed,
contained in small rectangular boxes. Select the numbering format which you
require (just experiment for a whilel).

Save your changes and close the file.

WP2.3.2.10.Adding a top and bottom border, box border and
shading to a paragraph

Adding a border using the Border icon

Open a file called BORDERS.
Click within the main body of text. Click on the Outside Border icon and you
should see a border displayed around the text.

What are Borders?

= ) A Borders are often used to add emphasis and structure to document items such as selected text,
== H T fmma T tables, newsletters and even whole pages. By simply selecting an object, the Border and Shading

feature in Word can draw lines and boxes to enclose the object. You can also use a Text Box to
3 Outside Border |- enclose the object and define the borders and shading of the Text Box in the same way.

Adding a Page Border

From the Format menu, choose Borders and Shading. The Borders and
Shading dialog box appears with the Borders folder displayed. Select the
Page Border tab and from the Setting section of the dialog, select the
required effect, i.e. Box, Shadow, 3-D etc.

You can select from a range of line styles.
You can select from a range of colours.
You can select from a range of line widths.
You may also select a range of Art effects.

Experiment for a while!
Save your changes and close the file.

Adding shading

Open a file called SHADING.

Select the document title.

Select Borders and Shading from the Format menu. The Borders and
Shading dialog box is displayed. Select the Shading tab.
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Borders and Shading

Fill Preview
[ Mo Fill

T T TN

EEEENN. : ;
EEEEEEEE | e

H TEENET

EETETEEE

NN
rrl_r]—]_rr Mare Caolars,.. ‘ : :

Patterns
Skwle:

Apply ba:
]
ID = LJ |F‘aragraph LJ
| Formt =

Showe Toolbar | Horizontal Line. .. | (] 4 | Zancel ‘

Experiment with applying different shading options to the selected text.
Save your changes and close the file.

WP2.3.3. Document Formatting

Document Formatting Options

Open a file called DOCUMENT FORMATTING. Most formatting options
within Word are found under the Format drop down menu. The document
setup options are located under the File drop down menu and accessed via
the Page Setup command. Take some time to examine the options
available, but do not make any changes.
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Page Setup E|E|

Margins l Paper l Layaut l

Margins

Top: Botkarn: [3.05 cm El:
Left: 3.05 cm El Right: |2.54 cm El:
Gukter: 0 crn 3: Gutter position: [Left -

Orientation

A @&

Portrait Landscape

Pages
Multiple pages: |N-:urma| ﬂ

Prewview
Apply ko
This section j —_ —_

Defaulk, .. O | Cancel |

WP2.3.3.1. Changing document orientation and page size

Setting the page orientation
e To select the paper orientation, click on the Portrait or Landscape buttons
in the Orientation section. Change the page orientation to Landscape.

Page Setup

3| Paper | Layout |

Margins

Top: 2.54 cm 3:
Left: 3.05 cm 3:
Gutter: 0 cm 3: G

Orientation
=
Portrait Landscape

¢ View the document in by clicking on the Print Preview icon.
¢ Reset the page orientation back to Portrait.
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WP2.3.3.2. Changing the margins of entire document

Setting margins using the Page Setup command

e From the File menu choose the Page Setup command and the Page Setup
dialog box is displayed.

e If it is not already displayed, select the Margins tab.

e Double the size of the bottom margin.

WP2.3.3.3. Inserting and deleting a page break in a document

Inserting and deleting a hard (manual) page break

e Click between the paragraphs dealing with Font and Paragraph formatting
and then press Ctrl+Enter to insert a page break. Change to Normal view
(by clicking on the View drop down menu and select the Normal view
command) and the page break will be as illustrated below.

SN - 115 - - 1911 S—

e To delete the page break place the insertion point below the hard page break
(the dotted line) and press BACKSPACE.
Click on the Undo icon to put the page break back into the document.

e Click on the View drop down menu and select the Print Layout view.

WP2.3.3.4. Adding and modifying text in Headers and Footers

Creating a header or footer
e From the View menu, select the Header and Footer command and the
Header and Footer toolbar is displayed, as illustrated.

Header and Fooker -

Ingert AukoText = = B By E F 5 Cose

¢ Outlines of the Header and Footer text entry boxes appear at the top and
bottom of the page.

Header el
-
|

Header and Footer v

Insert AutoText = @ W & T F T, Cose
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Header and Footer A

Insert AukoText = e 0 4ﬁ' ), | Close

Make sure that the Header is displayed. You can change between Header
and Footer by clicking on the Switch Between Header and Footer button.
Insert the text for the Header (in this case enter your name).

=5

Switch to the Footer area. Remember that you can change between Header
and Footer by clicking on the Switch Between Header and Footer button.
Insert the text for the Footer (in this case enter your company or
organisation).

=3

When you have entered your Header and Footer text, click on the Close
button on the Header and Footer toolbar.

Click on the Print Preview icon to see the effects of inserting a header and
footer. You should find that these automatically appear on every page.

Modifying a header or footer

From the View menu, select the Header and Footer command. Edit the
text in the footer area so that you also include today's date.

WP2.3.3.5. Adding fields in Headers and Footers

What is Word Fields?

Fields are codes which can be inserted into a Word document to automate
your work in some way, or make the use of Word more effective. For
instance, you can use fields to automatically generate a table of contents at
the start of a long document, or use different fields to insert the current time
or date. In some cases you must consciously insert a field code, in other
cases Word automatically inserts a field code into the document for you. You
will often need to open the Field dialog box, to really get the best effect from
using Fields. This is opened by selecting the Field command from the Insert
menu.
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Please choose a field Field properties Field options
Categories: Faormat:
J.:..:..u:, L] [ Add path to filename

ppercase
Field names: Ll_:uwer-:a_se
CreateDate :] First capital

Database Title case
Dake

DocProperty J J

DaocYariable
EditTime
E

FileSize

Fill-in

GoToButton

Greetingline

Hyperlink.

If

IncludePickure L]

Descripkion:
The document's name and lacation

v Preserve formatting during updates

Field Codes (84 | Cancel

e Open this dialog box now and examine some of the options which are
available. Make sure that you find out how you would insert the date, page
numbering and file storage location information. Experiment for a while!

Using the Header and footer toolbar.
o As well as inserting Word fields via the Field dialog box, remember that you
can also use the options contained with the Header and Footer toolbar.

Header and Footer -

Insert AutoText = B2 (= 00 By & & O, Close

e Clicking on the Insert AutoText button will display further options!

[Header and Footer -

Ingert AutaText ~ HE EBE 0§ L F O Close

- PAGE -

Author, Page #, Date
Corfidential, Page #, Date
Created by

Created on

Filename

Filename and path

Last printed

Last saved by

Page Xof ¥

¢ Experiment and investigate some of these options!
¢ Save your file and close the document.
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WP2.3.3.6. Applying automatic page numbering to a document

Numbering pages within a document

Open a file called PAGE NUMBERING.

Try viewing the document in Print Preview view (click on the Print
Preview icon in the toolbar). As you can see there is no header or footer and
or page numbering.

Click on the Close icon in the Print Preview toolbar to switch back to Print
Layout view.

Click on the Insert drop down menu and select the Page Numbers
command to display the Page Numbers dialog box.

In this case make sure that Top of Page (Header) is selected and use the
alignment section of the dialog box to centre the heading.

Page Humbers E| E]

Position: Presview

=
alignrment:
| BH | =—| =

[v Show number on first page

Format. .. | (4 | Cancel

Top of page (Header)

Click on the OK button and the document will now have page numbers
inserted. Try viewing the document in Print Preview view (click on the Print
Preview icon in the toolbar). Switch back to Print Layout view.

Save the file and close the document.
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WP2.4. Objects

WP2.4.1. Tables

WP2.4.1.1. Creating a table ready for text insertion

Creating a table using the Insert Table icon

e Open a document called TABLES.

¢ As instructed within the document, click below the first line of text and create
a table 'which contains 5 rows and 3 columns' To do this click on the
Insert Table icon and drag the mouse over the grid to select the number of
rows and columns you require.

o

e The screen will change as illustrated.

B E Yew et Fymt Jos Tabs Wndow tep - %
DEEoY S ¥ B o QHEOZ N @ 8T ws -G,
A Mol . TrssMewhoman = 12 «| B 7 U [E]E = ... E@-2-A-.
_E.....l ..... Cor oo - O B B A=
Please insert a table blow this text, that col ]I 1d 3 columns. —
5 x 3 Tahie
Please insert a table blow this text, that contains § rows and 3 columns.

WP2.4.1.2. Inserting and editing data in a table

Entering data into a table
e Click on the first cell within the table.
e Enter your first name. Move to all the other cells in the table and enter a

different name in each cell. To move from cell to cell you can use the Tab
key.
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WP2.4.1.3. Selecting rows, columns, cells or an entire table

Selecting parts within a table, using the Table drop down menu

Experiment with selecting rows, columns and the entire table. To do this click
on the Table menu, click on Select and from the submenu, select the
required item, Table, Column, Row or Cell.

Table | Window  Help
Delete 3 ﬂn@gglﬁ E
| Select 3 || Table | =
7 'ﬂ Table AutoFormat, .. Column -_8
1 Conwert » Row
Tahle Properties... Cell
¥

WP2.4.1.4. Inserting and deleting rows and columns

Inserting a column or row into the table

Select the second column within the table and from the Table menu, select
the Insert Columns command. Look at what happens and where the column
is inserted.

Select the second row within the table and from the Table menu, select the
Insert Rows command. Look at what happens and where the row is
inserted.

Deleting a column or row within a table

Delete the first row and first column within the table. To do this select the
row or column and then from the Table menu, choose Delete Columns or
Delete Rows.

WP2.4.1.5. Modifying column width or row height

Specifying row height

Select the top row.

Click on the Table drop down menu and select the Table Properties
command. The Row tab should be selected. Click on the Specify Height
check box, and enter a value next to this (experiment with different values).
Click on the OK button to apply the change.

Specifying column width (the long way)

Select the first column.
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Click on the Table drop down menu and select the Table Properties
command. The Column tab should be selected. Click on the Preferred
width check box and enter a value next to this (experiment with different
values). Click on the OK button to apply the change.

Specifying column width (the easy way)

Move the mouse pointer to the vertical border, to the right of the column of
which you wish to change the width. You will notice that the mouse pointer
shape changes when you are pointing exactly at the vertical border. When
the mouse shape changes, depress the mouse button and drag to the left or
right to change the width of the column. When you release the mouse button
the change will be applied (experiment with using this technique).

WP2.4.1.6. Modifying cell border width, style and colour

Adding a border to a table

Click once within your table.

Click on the Table drop down menu and then click on the Select command.
From the sub-menu displayed, click on Table. This will select the entire table
for you.

Table | Window  Help

Delete 3 ED@EEIE E
| Select 3 || Table | =
T 'ﬂ Table AutoFormat. .. Colurmn -_8
Converk 3 R
Table Properties... Cell

¥

Once the table is selected click on the down arrow next to the Border icon
(on the Formatting toolbar) to select and apply border formats to your table.
De-select your table to view the results. Experiment with adding a border of
your choice.

@2 -A-.
EEIEE ’
¥ o

Specifying a border width, style and colour.

Click on the Format drop down menu and select the Borders and Shading
command.
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e If necessary, select the Borders tab of the dialog box.

Borders and Shading

Borders | Page Border l Shading ]

Setting: Skyle: Preview
i‘ Click on diagram below ar use

buttons ko apply borders

MNone

|_ Autornatic j

arid

‘ Hpt —m— - apply ko

|Ta|:||e LJ

Shaow Toalbar Haotizonkal Ling. .. K, | Cancel ‘

Cuskom

o] =] == ]

e Select the style as required. You can use the scroll bars within this part of the
dialog box to display a wide range of options as illustrated.

Borders and Shading

Borders } Page Border l Shading ]
Setting: Skyle:

e Select the width as required. You can use the scroll bars within this part of
the dialog box to display a wide range of options as illustrated.
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Wiidth:

ot |,

14 pk
14 pk
3 pt

O 1pk

115 pt

2 14 pt

3 pk

4 14 pt

B pk

o Select a colour as required from the Colour section of the dialog box.
Experiment and investigate the options available.

WP2.4.1.7. Adding shading to cells

Applying shading to cells within a table.

e Select particular cells within a table, or select the entire table.

e Click on the Format drop down menu and select the Borders and Shading
command.

o If necessary, select the Shading tab of the dialog box.
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Borders and Shading @@

Borders l Page Border | S

Fill Presview
[ Mo Fill

T T T N
FEEEENNEN
[ [ :
EEEEEEEE |
H TN

W E BN

W TR

BT T TN Mare Colars. .. ‘

Patterns
Skyle:

Apply ko
l
":' = ﬂ |Table ﬂ
| tamat =

Showe Toolbar | Hotizonkal Line, .. | K | Cancel ‘

Select the required colour, and then click on the OK button.

Experiment with adding a colour of your choice (but make sure that the text
is still readable!)

Save the file and then close the document.

WP2.4.2. Pictures, Images and Charts

WP2.4.2.1. Inserting a graphic into a document

Inserting Clipart

Open a document called PICTURES IMAGES CHARTS O1.

If necessary change to 'Print Layout' view.

Make sure that the Drawing toolbar is displayed. If it is not, then click on
the Drawing icon displayed within the Standard toolbar.

)

Click at the location where you wish to insert the clipart picture (in this case
click below the line of text as instructed within the document).

Click on the Insert Clip Art icon, located in the Drawing toolbar. You will
see the Clip Art options displayed to the right of your screen.
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[ Insert Clip Art v X
Search For
Search kext:

compuker

Other Search Options
Searchin:
&l callections A
Results should be:
Multiple media file types -

e In the Search section enter a search word such as computers. Then click on
the Search button. Matching Clip Art will be displayed, as illustrated.

] Insert Clip Art v X

Results:

Modify
J See also
[ clip organizer...
@ Clips Online
Tips For Finding Clips

o If necessary use the scroll bars to display the required picture and then click
on the picture which you wish to insert.

2 Document?2 - Microsoft Word

File Edt Y¥iew Insert Format Tools Table  Winc

DEdesn &Ry B o
4 Normal v TimesNewRoman - 12 = B 7
Lg : 1 2 3 4 5

o Try this now!

Inserting a picture held as a file on your hard disk
e Click towards the bottom of the document.
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Click on the Insert drop down menu and select the Picture command.
From the submenu displayed, select From File.

v | Insert | Format Tools Table ‘Window Help
B Page Mumbers. .. <t e g

Date and Time. .. B I U

= Field...
Symbal...

Reference 3

Picture 3 |

¥

Clip Art...

From File...
Autoshapes
Wardart, ..

Ea D ks

Chart

w
¥

Use the dialog box which is displayed to select the required file (in this case
select a file called COMPUTER IMAGE).

You may have to select a different drive or folder if the file is stored in a
different location. You will see a preview of the selected file, as illustrated.

Insert Picture @

Look in: |hD My Documments ﬂ 4= - & ¥ O > Tools *

Hiskory: E::;E .:’/ ";'/

My Docurnents MMy Data Sources My Music My Pictures

My Webs COMPLITER IMAGE

= File name: - Insert |- |
Iy Metwork | J =
Places Files of bype: |F'.II Pictures ﬂ Cancel

Once you have selected the required file, click on the Insert button and the
image will be displayed as illustrated.
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cii| PICTURES IMAGES CHARTS 01 - Microsoft Word
Fle  Edt Yiew Insert Format Tooks Table ‘indow Help

hedaesn &RV R - B oo -0,
4 Mormal - TimeshewRoman ~» 12 - B J U E =2- S EE O-2-A.
.I._.g"'"‘1"""2"'I"‘3"‘I"-4‘-‘|-‘-E--‘|-‘-d:rz
Page Break.
Please insert the images contained within the fle COMPUTER IMAGE
below this line.
- ,

[Flam sl | o

Draw~ I3 Autoshapes~ S W O E 4l B @ d-SL-A-==8B@ .

Page 2 Sec 1 312 A 16" Ln5  col 2 BT o0n Engish(us  OF

‘4 Start B My Documents c 2l PICTURES IMAGES C... & Paint Shop Pro - [Tma,..

Inserting a chart into a document
e Click towards the bottom of the document and press the Enter key a few

times to give yourself some space.
e Click on the Insert drop down menu and select the Picture command. From

the submenu click on Chart.

Insert | Format  Tools  Table  Window  Help

B Break... L =t %
Page Mumbers. .. =
u B U E|E
= Date and Time. .. | S
1 2
Symbol. ..
'@ Comment
| Bicture 3 | @ clipart...

% Hyperlink...  Ctrl+k Erom File. ..

¥

@ Autoshapes
4[ Wordart. .,

g Chart
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e A chart will be inserted into the document.

2 Doezenents - Microsatl Ward

Ble B Vew fuet Fomdt Tosk [ets Chel Wb beb
O W @ wn -~ &3] % & 7w -0 -8l ®x, w3
Ly |

100
80

L O East
40 | B West
20 O North

o
istQ@tr 2nd 3rd Qirdth Qtr

¢ i Document’ - Datashest

Page | Sot | (LI Wl Cd Engn s G

WP2.4.2.2. Selecting a graphic within a document

Selecting a graphic
e Click once on the picture at the top of the document and the selected picture
is now surrounded by 8 'handles' (small black squares) as illustrated.

WP2.4.2.3. Copying a graphic within a document or between open
documents

Copying a graphic within a document

e Select the picture of the green racing car by clicking on it once.

¢ Click on the Edit drop down menu and select the Copy command.

e Click within the document at the location where you wish to copy the graphic.
e Click on the Edit drop down menu and select the Paste command.

Copying a graphic between open documents

e Select the picture of the green racing car by clicking on it once.

¢ Click on the Edit drop down menu and select the Copy command.

e Open a second Word called PICTURES IMAGES CHARTS 02.

e Click within the second document at the location where you wish to copy the
graphic.

e Click on the Edit drop down menu and select the Paste command.
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e Switch back to the first document (by clicking on its icon at the bottom of the
screen).

WP2.4.2.4. Moving a graphic within a document or to another
document

Moving a graphic within a document
e Select the picture of the police car.

\lz

f—7) POLICE_~—]
O O

e Click on the Edit drop down menu and select the Cut command.

e Click within the document at the location where you wish to move the
graphic.

e Click on the Edit drop down menu and select the Paste command.

Moving a graphic between open documents
e Select the picture of the Chain Saw.

e Click on the Edit drop down menu and select the Cut command.

e Switch to the second document where you wish to move the selected graphic.
Click within the second document at the location to which you wish to move
the graphic.

e Click on the Edit drop down menu and select the Paste command.

WP2.4.2.5. Resizing a graphic

Resizing a graphic within a document

e Within the second document select the picture of the chain saw. Move the
mouse pointer to one corner of the selected graphic, until the mouse pointer
changes to a line at 45 degrees with an arrowhead at each end. Depress the
mouse button and drag to resize the image within the document. Release the
mouse button. Experiment!

¢ Right click on the picture of the chain saw and select the Format Picture
command. The Format Picture dialog box will be displayed. Select the Size
tab and experiment with changing the size of the picture using exact
measurements.
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WP2.4.2.6. Deleting a graphic

Deleting an image

e Switch back to the first document.

o Experiment with selecting an object and pressing the Del key to delete the
object. In each case immediately use the Undo icon to reverse the deletion.

e Save your changes to both documents and close both documents.
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WP2.5. Mail Merge

WP2.5.1. Concept and Practice

WP2.5.1.1. Understanding mail merge concepts

What is Mail Merging?

¢ The Mail Merge feature is used to insert variable data into a fixed format by
combining two files into one file. Two files need to be created before you can
merge them, these are the data file and the main document file. The variable
information, such as names and addresses, is stored in the data file ready to
merge into the main document file. The information which remains constant
and the field names are stored in the main document file, where each field
name relates to a field name in the data file. The data in the two files is
merged as a series of personalised letters or envelopes.

Standard
Letter

Contact names
and addresses

WP2.5.1.2. Opening and preparing a main document for a mail
merge by inserting data fields

Creating a new main document and merging to a personalised letter

e Click on the New icon to create a new document.

e Click on the Tools drop down menu and select the Letters and Mailing
command.
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From the submenu select Mail Merge Wizard.

e —

Tools | Table ‘window Help

¥ gpeling and Grammar... F7 @ E B o1ee% - |
= 1=

i Language 3

= Fizx Broken Text..,

Word Count,.,,

%] AutoSummarize. ..
Speech

igr Track Changes Ctel+Shift+E
Compare and Merge Documents. .,
Protect Document. ..

Online Collaboration 3

Letters and Mailings 3 || Mail Merge WWizard, .

Tools on the Web... Show Mail Merge Toolbar

Macro b =1 Envelopes and Labels...

Templates and Add-Ins... Letker Wizard...

= AutoCorrect Options...

You need to select a document type, such as Letters.

=X

Mail Merge v X

Select document type

wehat bype of document are wou
working on?

®: Letters
E-mail messages
Envelopes
Labels

Directory

Letters

Send letters bo & group of people,
‘ou can personalize the letter that
each person receives,

To continue, click on the Next link at the bottom-right on the screen.

J Click Mesxt ko continue,
Step 1 of b

g Mexk: Skarting docurment

Mext wizard step

The next screen allows you to specify which letter to use as the main
document. In this case we will use the current document.
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4 Mail Merge * X

Select starting document

How do wiou want bo set up your
letters?

® |Jse the current document
Skart Fram a kemplate

Start From exisking document

Use the current document

Start from the document shown
here and use the Mail Merge wizard
to add recipient information,

To continue, click on the Next link at the bottom-right on the screen.

The next screen allows you to select a recipient. In this case we will use an
existing list.

4 Mail Merge - X

Select recipients
® |se an existing lisk
Select From Outlook contacks

Type a new list

Use an existing list

Use names and addresses from a
file or a database.

Browse, ..

To continue, click on the Next link at the bottom-right on the screen.
You can then select an existing data file using a dialog box, similar to that
illustrated below. You may have to change to a different folder. In this case

we have changed to the My Documents folder, and selected a file called
MAIL MERGE DATA.
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Select Data Source

Lackin: |G My Documents j = - o B * Taools ~
My Data Sources
=4 ; 2y Music
Histary i;ﬂMy Pictures
My Wwebs

GE DATA

@ EffraiL mER

My Documents

@

Deskkop

=

Favarites

="  Fepame: | > Newsource... | Open
My MNetwark

Places Files of type: |.ﬂ.|| Daka Sources j Cancel

Once you have selected a data file, and clicked on the Open button, you may
see a dialog box, as illustrated below.

X

Mail Merge Recipients

To sort the list, click the appropriate column heading. To narrow down the recipients displaved by a
specific criteria, such as by city, click the arrow next o the column heading, Use the check boxes or
buttons ko add or remove recipients From the mail merge.

Lisk of recipients;

| ¥ | Firstname | ¥ Title | ¥ Secondname | ¥ | Depattrment
Riowwan Ms Srmith
Laou Mrs Brown Marketing
Ellicat: Mr Sriith Production
Allisan Mrs Buck Sales
4nn Miss Trouk Packaging
Select all | Clear all | Refresh |

Find. .. | Edit... | Yalidate |

If everything appears to be in order, click on the OK button.
To continue, click on the Next link at the bottom-right on the screen. The
next screen allows you to write your letter.
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@ Mail Merge - X

Write your letter

If wou have not already done so,
write your letker now,

To add recipient information to
wour letter, click a location in the
docurnent, and then click one of
the items below,

Ej address block. ..
m Greeting line. ..

* Electronic postage. ..
Il Pastal bar code...

El mare items. ..

when vou have finished writing
wour letter, click Mext, Then wou
can preview and personalize each
recipient's letker,

Enter the following text to create a new letter, as illustrated.

There will be a meeting to discuss the new marketing strategy at 2 pm
next Tuesday. Please confirm that you can attend as soon as possible.

David Smith
Head of Marketing

il Documenté - Microsoft Word E ]
File Edt Yiew Insert Format Tools Table Window  Help -
DeEsd SQAY B - % B

4 Normal + TimesMewRoman + 12 - B 7 U % = = i .

L 15.1.2.3|7 "a| @ @ Mail Merge A

- Write your letter
If you have not already done so,
write your letker now.

To add recipient information to
wour letter, click a lacation in the
document, and then click one of
the ibems below,

[Z] Address block...
D Greeting line. ..

! Electronic postage...
There will be a mesting to discus the new marketing strategy at 2 pm nesxt Tuesday.

I Postal bar code...
Please confirm that you can attend as soon as possible.

B El more items. .

- David Smith ‘iehen you have finished writing

R Head of Marketing | vyour letter, click Mext. Then you
~ an preview and personalize each

recipient's letter,

We have now created the body text of our letter, next we need to add the
fields which will personalise the document.

Click at the top of the document at the location you would wish to insert the
name and contact details of the person to whom the document will be sent. If
you look at the right of the screen you will see the following.
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Write your letter

If wou have not already done so,
wrike wour letker now,

To add recipient information to
vour letter, click a location in the
docurment, and then click one of
the ikems below,

[F address black...
[=] Gresting line...

* Electranic poskage, .,

Il Pastal bar cade...

El More items...

when wou have finished writing
wour letter, click Mext, Then you
can preview and personalize each
recipient's letter,

Click on More Items and you will see the following dialog box displayed (the
information in this dialog box comes from our Data file).

Inserk:
" address Fields * Database Fields

Fields:

Titl

Firstname
Secaondnarne
Department

[
Match Fields, .. | | Insert | Cancel |

Click on Title and then click on the Insert button. Click on the Close button.
Press the spacebar (to insert a space).

Click on More Items once again.

Click on firstname and then click on the Insert button. Click on the Close
button.

Press the spacebar (to insert a space).

Click on More Items once again.
Click on secondname and then click on the Insert button. Click on the
Close button.
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o Press the return key (to insert a paragraph space).

e Click on More Items once again.
Click on Department and then click on the Insert button. Click on the Close
button.

o Press the return key (to insert a paragraph space) and the document should
now look like this.

4 Titley «F irstnarm e « Secondnam e
#Departrnents

There will be a meeting to discus the new marketing strategy at 2 pm nest Tuesday.
Please confirm that you can attend as soon as possible.

David Smith
Head of Marketing

e Click on the Next link to continue.

Step 4 of B

g Mexk: Preview wour letters

o The screen will display the following details of a letter addressed to 'recipient

1 "
Preview your letters
One of the merged letters is
previewed here, To preview
anather letker, click one of the
Fallowing:
Recipient: 1 | .,
Ir David Murrar
Marketing ¥ [F Find a recipient. ..
Make changes
You can also change vour recipier
There will be a meeting to discus the new marketing strategy at 2 pm next Tuesday, lit:
Please confirm that you can attend as soon as possible. Edit recipient list...
Exclude this recipient
David Bmith °
Head of Marketing wihen you have finished
| previewing your letters, click Mex

e To see other recipients, click on the double arrow pointing to the right.

S

e Click on the Next link to continue.

Step 5 of 6
g Mext: Complete the merge
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e The next screen displays the following message in the task pane.

4 1 Mail Merge - %

Complete the merge

Mail Merge is ready to produce
wour letters,

To personalize your letters, click
"Edit Individual Letters," This wil
open a new document with your
merged letters, To make changes
to all the letters, switch back ko the
original document.

Merge
R Print...
[y Edit individual letters. .

e To print all the personalised letters we would click on Print. In this case,
however, to save paper, we will click on the Edit individual letters link
which will merge the document with the data file and create a new large
document containing all the individually addressed letters. When you click on
this link you will see the following dialog box displayed.

Merge recards

" Current record

" From: Tao:
| I, | Cancel |

e Click All and then click on the OK button. You will then see the following. A
new document containing all the merged letters.
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Gl |Letters1 - Microsoft Word E@

Ele Edt Yew [nsert Fgmat Tods Table Window Help ' a
DEeHast s8Ry ® < AEOEE@ BT usw -3,
21 Mormal - TmeshewRomen - 12 - B 7 U [E]E [El Ty AT
L "l"-‘!“‘g"'"'1"'!"'2"‘!"‘3"'"‘4"-|---5“‘|‘-‘a--‘r“‘.7--T
i Mr David Murray
- Marketing
i There will be a meeting to discus the new marketing strategy at 2 pm next Tuesday.

Please confirm that you can attend as soon as possible.

David Smith
: Head of Marketing

=

N @
- ¥
=@z 4 | »]
Draw= [y Auteshapes- . o [ O E 4] 2 [H H-L-A-=S=EZE0BE.
Pags 1 Sec 1 e a1 Inl ol l ¢ Englsh (s GE

e If you scroll through this document you will see it is made up of many pages,
each addressed to a different person.
Save this new document using the file name MY MERGED LETTER.

¢ Close all open documents without saving your changes.

WP2.5.1.3. Opening and preparing a mailing list, other data file, for
use in a mail merge

Creating a mailing list, data file.
e Create a new document
e Insert a table containing 4 columns and 7 rows (use the Insert Table icon).

EE

o Enter the following data into the table.

ZH MAIL MERGE DATA (Read-Only) - Microsoft Word

Fie Edit Wiew Insert Format Took  Table Window  Help

Dedsm &R ¥ BT -
A PlanText - Courier New BT Iu .
Lg"‘1“'2“'3"'4“‘5"‘5"'7"'3“‘9"‘10"'11"'12"'13‘“14"'15"'15"‘Q‘_A
Title First-name Second-name Department =1
Mr David Murray Marketing
Ms Rowan Smith Sales
Mrs Lou Brown Marketing
Mr Elliot Smith Production
Mrs Allison Buck Sales
Mr Ann Trout Packaging
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Click within the table.

Click on the Table drop down menu and select the Convert command. From
the submenu displayed, select Table to Text. In the dialog box displayed,
select Tabs, and click on the OK button. This will convert the table to a
format, where the data fields are separated by tabs. This type of format is
called a tab delimited format (delimited means separated).

Separate kext with
(" Paragraph marks

" Commas

" Other: |_

=

K | Cancel

We need to save the file as a text only formatted file. To do this click on the
Save icon, and enter a file name, such as MY DATA FILE. Click on the down
arrow to the right of the Save as type box and select Plain Text. Click on
the Save button to save the file.

The File Conversion dialog box will be displayed, click on the OK button.

WP2.5.1.4. Merging a mailing list with a letter or label document

Mail merging to labels

In the section 3.5.1.2, we mail merged to a letter. If you wish to mail merge
to a label, the process is largely the same, except that in the first Mail Marge
Helper screen, you need to select Mailing Labels, rather than Form
Letters. Later in the merge process you will be asked to select the type of
label required, as illustrated. For practice we will perform this mail merge
step-by-step.

Close any documents which may be open.

Click on the New icon to create a new document.

Click on the Tools drop down menu and select the Letters and Mailings
command.

From the submenu select Mail Merge Wizard.
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.
Tools | Table ‘window  Help

& Spelling and Grammar... F7

md Language 3

— Fix Broken Text...

wiord Count...

] Adtosummarize. ..
Speech

{g» Trackchanges Cerl+Shife+E
Compare and Merge Documents, .,
Prokect Document. ..

Online Collaboration 3

Letters and Mailings 3 || Iail Merge YWizard. ..

Tools on the web, .. Show Mail Merge Toalbar

Macro b =] Envelopes and Labels...

Templates and Add-Ins... Letter Wizard,,.

T AutoCorrect Options...

MAIL MERGE STEP 1 OF 6: - SELECT DOCUMENT TYPE
You need to select a document type, such as Labels.

Mail Merge * X

Select document type

‘What type of document are you
wiorking on?

Letters
E-mail messages
Envelopes

® | abels

Directory

Labels

Print address labels for a group
mailing.

To continue, click on the Next link at the bottom-right on the screen.

J Click, Mext ko continue,
Step 1 of 6

g Mext: Starting document

Mext wizard step

MAIL MERGE STEP 2 OF 6: - SELECT STARTING DOCUMENT

The next screen allows you to specify the starting document. In this case we
will use the current document by selecting the Change document layout
option.
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4 Mail Merge - X

Select starting document

Haowe do wou wank to sek up your
mailing labels?

* _hange document layouk

Start From existing document

Change document layout

Click Label options to choose a
label size,

EY Label options. ..

MAIL MERGE STEP 2 OF 6: - CHANGE DOCUMENT LAYOUT
In the Change Document Layout section of the Task Pane, click on the
Label options link. This will display the Label Options dialog box.

Label Options EIEI

Printet information
" Dok matrix
* |aser and ink jet Traw: |Manua| Paper Feed j

Label infarmatian

Label products: |.ﬁ.ver-,.f standard j

Product number:
5193 - Audio Cassette

Label infarmatian
[~

5199-F - Video Face Type: Shipping
5199-5 - Yidea Spine = Height: o
5260 - Address : B
5261 - Address width: 3

Paqe size: Letter (3 14 % 110n)

Details, . Mew Label, .. | Ik | Cancel

In the Label products section use the drop down arrow to the right to select
the manufacturer of the labels which you are using.
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Label Options Elgl

Printer infarmation

" Dok matrix
* |aser and ink jet Traw: |Manua| Paper Feed j
Label information
Label products: Awvery standard -
AiCne -

Product number:

J APLT —
2198 - ":"'-":_I":' L3559 fvery A4 and AS sizes
5199-F - Video Fadye :

Lvery s
5199-5 - Yideo Spif ey 5,zet
5260 - Address  |gpo

5261 - Address

5262 - Address

Forrkec
Herma
Hisago
kokuyo X,

Details, . Mew Label, .. | Ik | Cancel

in

NOTE: In Europe, if you are using Avery products, be sure to select Avery
A4 and A5 sizes. Avery standard relates to standard US sizes!

e If using European Labels (be sure to first select Avery A4 and A5 sizes in
the Label products section), select Product number J8163 - Address as
illustrated below.

LLabel Options

Prinker inFarmatian
" Dok matriz

* Laser and ink jet Tray: [Manual Paper Feed j

Label infarmatian

Label products: |.ﬁ.ver-;.-' A4 and AS sizes ﬂ

Product number:

15160 - Address
15161 - Address

Label infarmatiaon
e
Type: Address

18162 - Address Height: 1.5"

J8163 - Address : :

18164 - Address width: 3.9

153165 - Parcel Page size: A4 (21 x 29,7 cm)

15166 - Parcel ﬂ

Details, . Mew Label, .. | | Ik | Cancel

¢ Click on the OK button to close the Label Options dialog box.
¢ When you close the dialog box, you will see a representation of the labels on
your screen, as illustrated below.
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2l Document2 - Microsoft Word [BEE
- %

File Edt Yiew Insert Format Took  Table  Window Help

DEEI8 SRY B - QEO@E=@ @ o -0,
4 Wormal + Left: + TimesMewRoman - 12 + B 7 U % === £ - A
L -a-‘--“1‘-‘-”‘2‘---“‘;---.‘é Ceen g s | @ Mail Merge v x
Select starting document
How do you want ta set up your
mailing labels?
® Use the current document

Change document layout
Start From existing document

| Change document layout

% Clck Label options to chaose &
: label size.

[ Label cptions...

& Next: Select recipients

L stepzofe
o
2

@ Previous: Select document type

Som= o]
Diaw~ [3  Agtoshepes~ . W OB 42 3@ »-ZL-A-==58@ .
Page 1 Sec 1 11 At 11" lnt ot Engishi{U.5  G&

To continue, click on the Next link at the bottom-right on the screen.

MAIL MERGE STEP 3 OF 6: - SELECT RECIPIENTS
Within the Section recipients section of the task pane, you can select a
recipient. In this case we will use an existing list.

L] Mail Merge * X

Select recipients
® Use an exisking lisk
Select From Outlook contacts
Type a new lisk

Use an existing list

Use names and addresses from a
file or a database.

Browse. ..

MAIL MERGE STEP 3 OF 6: - USE AN EXISTING LIST

Within the Use an existing list section of the task pane, click on the
Browse icon which will display a dialog box. In this case select a file called
MAIL MERGE DATA, as illustrated.
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Select Data Source |E|E|

Laok in: |ﬂ My Documents j & - @ B - Tools ~
My Daka Sources

ZQQ I @My TMusic
Hiskar lﬂMy Pictures
i My Wehs

@ rEj MAIL MERGE DATA

My Documents

]

Deskkop

*]

Favorites

=]
OFs |
g‘% File: pame: bt New Source [s]
; i S Open
Iy Metwark ‘ J |

Places Files of type: ‘AII Data Sources j Cancel

e Click on the Open button and a new dialog box will be displayed as illustrated
below.

Mail Merge Recipients

Ta sort the list, click the appropriate column heading, To narrow down the recipients displaved by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons ko add or remove recipients From the mail merge.

List of recipients:

| Firstname ¥ Title ¥ Secondname | ¥! Department

[David [mMr [Muray [ Marketing
Rowan Ms amith Sales

Lou Mrs Brown Marketing
Elliot Mr Smith Production
Allison Mrs Buck Sales

Ann Miss Trout Packaging
Select Al | Clear all | Refresh |

Find... | Edt... | Walidate |

e In this case click on the OK button to continue.
e To continue, click on the Next link at the bottom-right on the screen.

¢ MAIL MERGE STEP 4 OF 6: - ARRANGE YOUR LABELS
You will see the following displayed in the Task Pane.
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4@ o Mail Merge  x

Arrange your labels

If wou have not already done so,
lay aut your label using the First
label on the sheet,

To add recipient information to
vour label, click a location in the
first label, and then click one of the
items below,

[Z7] Address block...
m Greeting line. ..

* Electranic postage. ..

Il Postal bar cade...

El More items...

When wou have finished arranging
wour label, click Mext. Then yvou
can preview each recipient's label
and make any individual changes.

¢ Click on the More items links to enable you to insert items relating to the
particular database you are using as your data source. This will display a
dialog box as illustrated,

Inserk:
" Address Fields * Database Fields

Figlds:

Firstname
Secondnanme
Department

Match Figlds. .. | | Insert | Cancel |

e Click on the first item, i.e. Title.
Click on the Insert button, and then click on the Close button.

o Press the spacebar to insert a space.

e Click on the More Items link to reopen the dialog box.

e Click on the second item, i.e. Firstname.

e Click on the Insert button, and then click on the Close button.
o Press the spacebar to insert a space.
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Click on the More Items link to reopen the dialog box.

Click on the third item, i.e. Secondname.

Click on the Insert button, and then click on the Close button.
Press the Return key to insert a paragraph.

Click on the More Items link to reopen the dialog box.

Click on the last item, i.e. Department.

Click on the Insert button, and then click on the Close button.
The first label should now look like this.

wTitles «F irstnames «Secondnatm es
#Departments

MAIL MERGE STEP 4 OF 6: - REPLICATE LABELS
In the lower part of the task pane you will see the following.

Replicate labels

Yol can copy the lavaut of the Firsl
label b the other labels on the
page by clicking the button below,

Update all labels

Click on the Update all labels button and you will see the following.

2§ Document3 - Microsoft Word E]@

Elle Edit Wiew Insert Format  Tools  Table  Window Help - X
a8 SAV B¢ -
4 Normal +Left; - TimesMewRoman - 12 - B Z U 5
L ‘g‘-‘-‘1-‘-‘--2-‘----3-‘-\-& - B - S RS SN BT SRR - | & © Mail Merge - X
Arrange your labels
IF you have not already done so,
lay out your label using the first
label on the sheet.
To add redipient information to
wour label, click a location in the
L first label, and then click one of the
5 «Titler ¢Firstnamer «Secondnames aMext RecordsaTitlen «Firstnamen «Secondnamen items below,
i «Department “Departmenty = ddress block...
- [2] Gresting line...
& Electronic postage. ..
NI Postsl bar code...
B Bl More ems...
i Mext RecordeaTitler «Firstnames «Secondnames ezt RecordeaTitler «Firstnamer «Secondnames — N ol
N sDenartn ety gD enartinents ‘When you have finished arranging
£ i 2 your label, click Mext, Then you
- can preview each recipient's label
2 and make any individual changes.
Replicate labels
‘ou can copy the layaut of the firs
. labed to the other labels on the
Z by clicking the button below,
% ezt RecordeaTitler «Firstnames «Secondnames ezt RecordsaTitler «Firstnamer «Secondnames Pag=h CCNG e LEEN.DEIoW,
- «Departments «Departmenty Update al labels
-
-|
2 Step 4 of 6
A lMNext FecordnuTitlen «Firstnamen «Secondnames glMext RecordruTitlen «Firstnamen «Secondnames z Rediih ek
«Dep it «Dep = 'y g Mext: Preview your labels
5 L 4 Previous: Select recipients
£ alg]z L]
Draw~ [3 autoshapes~ ™ W 1O E 4l 2@ d-Z-A-==ESB @ .
Page 1 Sec 1 11 AL 1.2" ln2 Col 13 Engish (1.5 Gaf

To continue, click on the Next link at the bottom-right on the screen.

MAIL MERGE STEP 5 OF 6: - PREVIEW YOUR LABELS
You will see the following displayed within the task pane.
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@ Mail Merge X

Preview your labels

Some of the merged labels are
previewed here, To preview
another label, click one of the
Following:

Recipient: 1 | ..,
B, Find a recipient. ..

Make changes

‘ou can also change your recipient
lisk:

Edit recipient list. ..

Wwhen vou have finished
previewing wour labels, click Mext,
Then wou can print the merged
labels or edit individual labels to
add personal comments,

You can click on the right pointing arrow to preview the labels. In this case
we will click on the Next link to continue.

MAIL MERGE STEP 6 OF 6: - PREVIEW YOUR LABELS
You will see the following displayed within the Task Pane.

4 © Mail Merge * X

Complete the merge

Mail Merge is ready to produce
wour mailing labels,

To personalize wour labels, click
"Edit Individual Labels." This wil
open a new document wikh your
merged labels, To make changes to
all the labels, switch back to the
ariginal document.

Merge
B Print...
[y Edit individual labels. .

If you wanted to print directly to a printer you would click on the Print link.
In this case we will output the merged information to a new document (which
could be printed later), by clicking on the Edit individual labels link. A
dialog box will be displayed, click on the OK button.

Merge recards
= i

" Current record

" From: Tao:
| I, | Cancel |
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¢ A new document will be created, as illustrated below.

<) Labals1 - Microsoft Ward diea, -
Be D% Yow Pt Fpos Jwbh Tgk Moo el T

DEEas SR ¥ ad - AEOEN@ BT v -0,
A Bl 4ol + TeelenRon + 12« B F U [ElE WM. SEFE OS2 A,
¥ RS R R A R T AR T O s T e
M Davvid Blvay Ms Fowan Snuth
Muketmg Sales
i s Lou Browm Wi Elliot Smith
Mukefing Froduction
-
Mz Allison Buck Miss Aun Tront ki)
Sales Packazme ;
- .
L IR | [
Puw= B Apethass . SCOCHADREE - ZL-A-=SEFE0 g .
Page 1 6 1 i1 ~ T w1 cdll ket (U5 BRI

e Save this file and call the file MY MERGED LABELS.
¢ Close any other open files, without saving any changes.
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WP2.6.1. Preparation

WP2.6.1.1. Understanding the importance of proofing your
document

Manually checking your work

e Open a document called PREPARATION.

e As you can see this document is a mess! Read through the document and
manually correct all the mistakes which you find.

e Click on the Print Preview icon to see what the document would look like if
printed. Close the Print preview view.

¢ Click on the File drop down menu and select the Page Setup command.
Make sure that the Margins tab is displayed. In the Orientation section of
the dialog box, select Portrait and click OK to close the dialog box.

Orientation

Portrait Landscape

¢ Click on the Print Preview icon to see what the document would now look
like if printed. Close the Print Preview view.

e Save your changes and close the file.

WP2.6.1.2. Spell-checking a document

Spell Checking your documents

e Open a document called SPELLING.

e Click on the Spelling icon in the Standard toolbar (or press F7). This will
allow you to check your document. Follow the on-screen prompts.

w‘

e Save your changes and close the file.

WP2.6.1.3. Adding words to a built-in custom dictionary

Adding aword to the custom dictionary
e Open a document called UNKNOWN.
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Press F7 to start the spell checker program. It will highlight the company
name at the end of the letter. If this were your company's name, then you
could add this to the computers list of correctly spelt words, so that in future,
this word would not be highlighted as unrecognised by the spell checker. In
this case DO NOT click on the Add to dictionary button to add the word to
the dictionary.

Save your changes and close the file.

WP2.6.1.4. Previewing a document

Previewing a document

Open a document called PRINTING.

Click on the Print Preview icon. The Print Preview screen appears.

Click once in the document and the mouse cursor will change to a Zoom tool.
Click on the document again to view it more closely and click again to zoom
back out.

[&

View all the pages within the document.
Close the Print Preview view.

WP2.6.2. Printing

WP2.6.2.1. Choosing print output options

Specify what to print

Click on the File drop down menu and select the Print command.
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Printer

ame: | 5 Auko HP LaserJet 111 on DAVE-2000-PC x| A
Skakus: Idle Find Prinker. .,
HF Laserlet IIT

Twpe:
Where: 1 CAYE-2000-PCIHPS [ Print ka File
Comment: [ Manual duplex
Page range _opies
Al Mumber of copies: *
" Current page " Selection
" Pages: v Collate
Enter page numbers andjor page ranges
separated by commas. For example, 1,3,5-12
Prink whak; ID::u:ument ﬂ £

; Pages per sheet: 1 page x
Print: |.C'.II pages in range ﬂ St | pad J

Scale to paper size: |N|:| Scaling j

Qptions. ., (04 | Cancel |

Make changes as required within the Page range section of the dialog box.
In this case, enter 2 so that only page 2 is printed.

Page range

4l

" Current page f_“
¥ Pages: |2|

Enter page numbers andor page ranges
separated by commas, For example, 1,3,5-12

Specifying the number of copies required
¢ Within the Copies section of the dialog box enter the number of copies
required, in this case 2 (so that 2 copies will be printed).

Copies
Mumber of copies:

Iﬁl Iﬁl v Collake

WP2.6.2.2. Printing a document from an installed printer

Printing a document
¢ Following on from the previous exercises, click on the OK button and 2 copies
of page 2 will be printed.
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Prinker
Marne: | 558 \\CCT-SERWERL\HP4 PCL | Properties
Skatus: Find Printer. ..
Type:
Where: [ Prink to file
Camment: [ Marual duplex
Page range Copies
" all Mumber of copies: |2| il
(" Current page i
* Pages: |2 v Collate
Enter page numbers andfor page ranges
separated by commas, For example, 1,3,5-12
Print what: ID::u:ument ﬂ e

_ Pages per sheet: 1 page X
Print: |.ﬁ.II pages in range ﬂ Sl | Rad J

Scale to paper size! |N.;. Sealing j
Cptions. ., Ik | Cancel |

Investigating the installed printers

e From the File menu, choose the Print command to display the Print dialog
box.

e Click on the down arrow to the right of the Name section of the Printer dialog
box, and select the required printer. This list you see will depend on how your
IT Support people have set up your computer.
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Prinker
Mame: ] @ NCCT-SERYER1YHP4 PCL - Properties |
. 55 | CCT-SERVER1\HP COLOR :

sl " Find Printer. ..

LS 5\ CCT-SERVER1YPS-HP _ _

Where: 55 \\DAYE-2000-PCIHP LaserJet TIT T Print to File

Comment: | g Auko hp deskjst 990 on CCT-SERVER-XP | Manual duplex

A Auko HP LaserJet 45i on CCT-SERYER-AF
P
398 FANGS T 25 Auko HP LaserJet TT1 on DAVE-2000-PC

gl MUmBer of Copies: 1 il

(" Current page i

" Pages: v Collate

Enter page numbers andfor page ranges

separated by commas, For example, 1,3,5-12

Print what: ID::u:ument ﬂ e

i Pages per sheet: 1

Print: |.ﬁ.II pages in range ﬂ Sl | pAcE j

Scale to paper size! |N.;. Sealing j
Cptions. ., Ik | Cancel |

Printing to the default printer

e Clicking on the Print icon will print all pages in the current document to the
default printer. Try it now.

e Close any open files without saving any changes which you may have made.
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