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Installing the Sample Files

e Use Windows Explorer to create a folder called Word 2003 Foundation
Samples, in the My Documents folder.

e If you are installing the sample files from the CD-ROM, place the CD-ROM in
the CD drive and copy the files from the
word_2003_foundation_eur\exercise_files to the My
Documents\Word 2003 Foundation Samples folder.

o [f these files have been copied to your netw ork server, then ask your trainer/supervisor
for more information about how to copy these files to your PC’s hard disk.

Notes for tutors:

The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may
require modification within a Windows mutliuser environment. Where
possible pre-install the relevant work files prior to use by students/delegates.
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Introduction to Microsoft Word 2003

When you have completed this learning module you will have seen how to:
o Create new Microsoft Word documents

e Create dimensions

e Open an existing document

e View multiple documents Side by Side

e Switch between multiple open documents
e Close a document

o EXit Microsoft Word

e Save afile

e Save afile in a different location

e Save afile in a different format

What is Word 2003?

Word 2003

e This courseware teaches the fundamentals of Microsoft Word 2003.
Word 2003 is a word-processing tool that lets you create a variety of
different documents such as letters, single-file reports, multi-file reports,
books, and web pages.

Content

e With Microsoft Word, you can format documents by creating headings,
applying bullets and numbering, and adding tables, graphics and
spreadsheets. You can also track document changes, merge versions, and
create indices and tables of contents.

Delivery

o Word files can be delivered in multiple formats. The two main file formats
are .doc for/standard Word documents and .dot for Word templates.

Creatgla New Dagumentad | & d O

M Creating a new document

¢ Word 2003 now allows users to create XML documents in Word, in addition to
the usual new document options.

To create a new document
¢ From the main menu, choose File = New.
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e From the New Document task pane, select Blank Document:

New Document R
New

|1 Blank document

%ML document

Web page

B E-mail message

@ From existing document. ..

Note: You can press the Ctrl + N key combination to create a new page and
bypass the New Document task pane.

Choosing a template

¢ A template is a predefined structure and style for a document, including
page layouts and predefined paragraph and font styles.

Each template is designed for a specific type of document.

All elements in the template work together to create a standard look and
feel when applied to more than one document.

Word comes with over 40 templates for creating the most often designed
documents.

You can use these templates to apply a design to a document easily.

To create a document using a template

¢ On the New Document task pane, click On my computer under
Templates:

Templates
Search Office Online:

gories. Click th b for the of
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Templates

Publications
Gaeneral | Legal Fleadings | Letters & Faxes | Mail Merge | Memos | Other Documents

I Reports

T

%ML Document  Web Page E-mail
Message

\Web Pages

—Preview

Preview not available,

—Create Mew
¢ Document ) Template
Templates on Office Online 0k I Cancel

Select a template from the available template options.
Under Create New, select the Document radio button.
Click OK.

Setting the page dimensions

Before you begin constructing your document you should set the page
dimensions.

To change page dimensions
From the main menu, choose File = Page Setup:

File | Edit  Wiew Insert Format  Tools  Tahble

hew. ..

open, ..

Chrl4

Save

Save Asi..

Permissian. ..

CHElS

Page Setup...

N

Le[e Fud

Prink Presiew

Prink...

Properties

Ctrl4-P
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Using the Page Setup Paper tab

e When you first open the Page Setup dialog box, the default page size is A4
21 cm x 29.7 cm.

e In the Paper tab, you can use the drop-down list to set the Paper Size

OR you can use the Width and Height fields to enter in the size of the page:

pagesetp GE|

Margins Faper | Layout |

Paper size:

wWidth: |21 cm 5‘
Height: I2'§J.E\-'§J cm 5‘

Paper saurce

Firsk page: Other pages:
J Defaulk tray (Aukomnatically
Automatically Select Automatically Select
Manual Paper Feed Manal Paper Feed
= =
Preview
Apply bo:

IThis seckion j — —

Print Options. .. |
Default. .. | (4 I Cancel

M\ lacreased number of Paper sources

s Word 2003 has|increased the number of Paper sources for users, allowing for
greater flexibility in choosing where the paper comes from for document
printing.

o The Paper source section of the Paper tab allows you to set up where the
First Page and Other Pages of the document will print from:

Paper source

First page: Qther pages:
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e Using the Apply to drop-down list from the Preview section of the Paper
tab allows you to apply the Page Setup settings to either a Section in the
document, a whole document, or from the current point forward:

Presview

Apply to:

Thls |:n:||nt forward
Whole document

Print Opkions... |

Note: You can change the Page Setup at any time during the course of the
creation of the document.

Using the Margins tab
¢ When you first open the Page Setup dialog box, the default margins are:

Top —2.54 cm
Bottom — 2.54 cm
Left —3.17cm
Right — 3.17 cm

e The Margins tab determines how far in from the left and top the text or
other content will begin, as well as how far from the right and bottom the
text or other content will stop:

Page Setup ﬂ E

Margins | Papet I Layiouk: I

Margins

Top: |2 24 cm 5 Boktamm: |2 54 cm E
Left: |3 17 cm 5 Right: |3 17 cm 5
Gukter: IU cm 5 Gutker position: ILeFt |

Qrienkation

IIﬁ

ﬁtralt nds
|I y J
F\pplg ko
IThis section ﬂ
Default, .. | [o]8 I Cancel
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The Orientation section allows you to set the page as Portrait or
Landscape:

Orientation
| A | Al
Porkrait Landscape

Note: Remember to set the Orientation of the printer to match that of the
document.

The Pages section allows you to set up the way your margins and document
function. Use the Multiple pages drop-down list to select the desired page
options:

Pages

Multiple pages:

Mirrar margins

; 2 pages per sheet
Freview pages p
Boak: Fold
apply ko
Normal:

Mirror Margins:

2 Pages Per Sheet:

Book Fold:
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Opening

Opening a file

e In the Open dialog box, browse to the file you want to open.

e From the main menu, choose File = Open

OR press the Ctrl + O key combination:

File | Edit Miew Insert  Format  Tools  Table

1 Mew..,

|Lj CIpEM. ..

& save

Q Permissian.. .

Page Setup...

& Prink Preview
=

Prink...

Properties

Chrlo D\§J

Chrl+5

Chrl+P

e In the Open dialog box, browse to the file you want to open. To see

documents of all types, select All Files from the Files of Type list.

Open EHE
Lok in: . e ;! =T & X o ~ Tools =
i 3% Floppy [2)
-4 e Local Disk [C:)
History {_?,\ DD Dirive (0]
=) CD Drive [E:
A =4Shared Documeats
[y urents
_* |
Favorites %
- HEEn »
My Mebwark I J =
Places Files of kype: I.ﬁ.ll word Docurments j Cancel

© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com
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Switching among files that are open

e Word 2003 makes it easy for users to view and manage several open files
with the Compare Side by Side option.

¢ The Window menu displays a list of all open Word files. The file currently in
view has a checkmark beside it:

Windio i Help

Bew Window

Arrange All
Compare Side by Side with, .,
Split

1 Document2
2 Docurments
3 Docurnents

4 Docurments

5 Documents

To compare open documents

e From the main menu, choose Window > Compare Side by Side with.
e Choose the document you would like to compare it to:

Compare Side by Side |

Compare Side by Side with:

Diocurnents
Dacumentd
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o Misinsnll Oifses Weid 2002 Bsla

F
Be [ Wen joet Fome Do Tabe Mindoe o T
NEH@dd3 7R send2-cmidARME AT = - owa ‘.-
A Mol + e, = A i - By emmE- EErren-2-a-j 5

Text 1 Text 4 Text 2 Text 2
Text 1 Text 1 Text 2 Text 2
Text 1 Text 1 Text 2 Text 2
Text 1 Text 1 Text 2 Text 2
Text 1 Text 1 Text 2 Text 2

e Use the Close Side by Side toolbar to Close Side by Side:

Compare Side by Side -
IEII 3¢ | Close Side by Side

To switch between open documents
e From the main menu, choose Window= the file you want to open.

Saving

Saving a file

¢ While creating a document you should save it regularly to make sure you do
not lose your information in the event of a system problem.

To save your document

¢ From the main menu, choose File = Save

e Save As dial
document.

location w

save the document.

o Specify the name under which you want to save the document in the File
name box.

f Using Save As

¢ Word 2003 offers more options to save your files. New types include XML
and Single File Web Page.

FOR USE AT THE LICENCED SITE(S) ONLY
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To use Save As
e If youwant to save your document under a different file name

OR if you want to save the document to a different location, you can use the
Save As option:

Save As
Save in: IJ Samples ﬂ = LS| Q > Ll j + Tools =

[y Recent
Docurments

G-

3\

My Documents

-
]

=,
[y Camputer

] File name: IDDC. 1.doc] j e I
Py Mebwork —
Places Save as Lvpe: IWDrd Dacumnent j Cancel |
L4

e You can also use the Save As Type drop-down list option to save your
document in a different file format:

— -

Save as Lvpe! lyord Document

ord Docurmenk

#ML Document
Single File Web Page
Web Page

‘W'eb Page, Filkered
Document Templake

To savelyour document under adifier ent filenanye

e From the/main menu, choose File > Save As.

o In the File name field, enter the new name of the file.
e Click Save.

To save your document in a different location
e From the main menu, choose File > Save As.

e From the Save in drop-down list select the directory in which you want to
save the file.

¢ Click Save.
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To save your document in a different file format
¢ From the main menu, choose File > Save As.

¢ From the Save as type drop-down list, select the type of file to which you
want to save your document.

e Click Save.

Quitting and Closing

Closing a file
¢ From the main menu, choose File > Close.

e If you have not saved the document, Word asks you whether or not you want
to save the file. If you want to save the file choose Yes, if not, choose No:

Microzoft Word |

! "_\ Do wou want to save the changes to Document4?

Yes Mo | Cancel |

Quitting or exiting Word
¢ From the main menu, choose File > Exit.

o If you have not saved the document, Word asks you whether or not you want
to save it. If you want to save the document choose Yes, if not, choose No.

Review Questions

How would you:

¢ Create a new/document?

s Set page dimensions?

e Open an existing document?

o Usethe Caompare Side by Side option?
o Switch between multiple documents?
o Close a document?

o EXit Microsoft Word?

e Save afile?

e Save afile in a different location?

e Save afile in a different format?
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Word 2003 Interface

When you have completed this learning module you will have seen how to:

e Open a menu on the main menu

e Open a toolbar

¢ Set the margins in a document

e Open the Language bar

e Use the Office Assistant

e View your document in different views

e Open the Task Pane

e Open the Document Browser

¢ Split the window to show two different parts of a document at the same time

Word 2003 Workspace

Using the Editing window

e The Editing window is the default window for Word, and it is the window in
which you will do most of your word processing:

I@j Document] - Microsoft Word =] B3
File Edit Wiew Insert Format  Tools  Table Window  Help Type aquestion for help +» X
NEHRS| SR E & EBE T 0@ EAEESIE T 00 @ ,ugeada
A4 Mormal + TimesMewRoman - 12 - | B J U E = = Igv i = iE iE L abp év!

EE-|-1-|-2-|-3-|-4-l-s-l-s-l-?-l-s-|-9-|-10-|-11-|-12-|-13-|-14-|_ ﬂ

+
[}
E

EEEEEEN| ]

Page 1 Sec 1 11 Ab 2.5m Lo 1 Col 1 REC TRE EXT OWR 4

The Editing Window includes
e The page area, which enables you type, edit, and format your document.
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e The Main Menu and the Toolbars across the top of the screen, which
contain all the commands necessary for running Word.

Using the Main Menu

e The Word Main Menu displays all the Word menus. Each menu is a category
of Word commands, and when you choose the menu, the list of commands
appears:

File Edit Wew Insert  Format  Tools  Table  Window  Help

Torun acommand

e Click the desired menu. Place the mouse over the command, and click the
desired command

OR click and hold the mouse button on the desired menu. With the button
still down, navigate to the desired command and release the mouse button.

M Using the Standard toolbar

e A feature introduced in Word 2003 is the inclusion of a Permission,
Document Map and Research option on the Standard toolbar

e The Standard toolbar contains icons that let you access common Word
commands more easily:

DEHRS SBIVEH & 2R 9 -0 0 0dEFFES T 0% @ HResd

To view the Standard toolbar
¢ From the main menu, choose View > Toolbars > Standard.

Usingithe Formatting toalbar

o The Formatting toolbar contains icons that let you easily apply common
formatting /to your document:

il
[l
+*
1
4
-
i
111
141
i
¥
i

44 nomal +BOd - Arial (L s 10 El[lfﬂ = s - A-8

To view the Formatting toolbar
e From the main menu, choose View > Toolbars > Formatting.

Using the Horizontal Ruler

e The Horizontal Ruler appears at the top edge of your document. You can
use it to set margins, indentations and tabs in your document.

FOR USE AT THE LICENCED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 18 - Word 2003 - Foundation Level Manual

e The Horizontal Ruler has three indent indicators (one on the top of the ruler
and two on the bottom):

E §|-|-1-|-2-|-3-|-4-|-5-|-5-

First Line Indent:

Loy 201030

Hanging Indent Left Indent

Right Indent:

RTINS R |

Right Indent

e |t also has tab indicators.

¢ To view the Horizontal Ruler, from the main menu, choose View > Ruler.
A checkmark appears beside the menu command when it is in view.

To set the width of your document

¢ Place the mouse pointer on the left edge of the Horizontal Ruler. A bi-
directional arrow appears:

e

e Click and hold the mouse button while you drag the arrow to where you want

ntation you et
ove the indicator to where you want to set the indentation.

Tomove atab
e Choose a tab indicator and slide it to where you want to place the tab: (v
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Using the Vertical Ruler

e When you view your document in Print Layout View, the Vertical Ruler
appears on the left side of the document. It extends the length of the
current page and shows you your vertical position on the page.

e To view the Vertical Ruler, from the main menu, choose View > Ruler. A
checkmark appears beside the menu command when it is in view:

]

R R B =5 L B | U B & BN B B R T TN B

|24|

To set the length of your document

¢ Place the mouse pointer on the bottom edge of the Vertical Ruler. A bi-
directional arrow appears:

nAMyolrag the arrLe E

the end of the page. The ruler measures in centimetres.
o Repeat the previous step for the top edge.

Using the Office Assistant

o The Office Assistant is the animated paperclip character that appears on
your screen. The Office Assistant provides tips and suggestions for
different tasks you are performing. If you need information about Word or
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are unsure how to do something, you can use the Office Assistant to find
the relevant information:

r' ™
wWhat would you like to do?

estion here and

Ype yaur

I'.|I |

Options Search

To turn on the Office Assistant
e From the main menu, choose Help = Show the Office Assistant.

Note: Only if the Office Assistant is not already active.

To turn off the Office Assistant
e From the main menu, choose Help = Hide the Office Assistant.

Note: Only if the Office Assistant is already active.

To use the Office Assistant
o Click the Office Assistant and type your question in the box.

To choose an Assistant
e Right-click the Default Paper Clip Assistant icon and select the Choose
Assistant command.

e From the Gallery tab, use the Next button to select one of the 8 animated
office assistants.

K&using the View buttons

o Word makes/it easier for users to edit and read Word documents with the
Reading Layout View. Waord creates easy to read screen pages that you
can move through with the Page' Up and Page Down keys.

e The'View buttons'appear in the lower left corner of the WordswindowssThey.
illustrate how your document looks in different formats.

e You can choose to view your document as follows:

Normal View basic view with no page layout indicators

Web Layout View as your document would appear in a web browser
Print Layout View as your document would appear on a printed page
Outline View shows the structure of your document

Reading Layout View as your document would appear in a book format:
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Em@::—-ﬁiﬂ_

Page 17 2ec 4

To see your document in a particular view
¢ Choose the corresponding View button

OR from the main menu, choose View > and the corresponding View
button:

;

iews | Insert  Format Too

Mokl

Web Layouk
Prink Layauk
Reading Layout

L o @ é[m

Cutline

Task Pane  Chrl+F1
Toolbars 3

Ruler

Document Map

Thumbnails

D & &[5

Header and Fooker
Foaktnotes

Markup

o

Full Screen

Zoom, ..

€3 Using the Thumbnail View

navigate
indow.
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mlnsert Format  Too
rormal
E
EE
E

Prink Lawout
Reading Layout

Ckline

Task Pane  Chrl4+F1
Toolbars 3

Ruler

] Header and Footer

Markup

»
W

e From the Thumbnail column, click on the page you want to move to:

e The page you selected will be displayed.

Closing the Thumbnail Pane

¢ Double clicking the Thumbnail Pane is a temporary close. When you open
the document again, the Thumbnails will return.

e To close the Thumbnail view permanently, choose View=Thumbnails again.

ertical scroll bar.
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To specify the type of element you want to browse for

¢ From the Document Browser, choose the round circle between the two
arrows:

I
%

_}I Select Browse Object L

e From the available options, select the element for which you want to browse:

fa}| gl || i | 3@
YA

Cancel

2] fax;

O
]

To move through your document

e From the Document Browser, choose the up arrow to move backwards
through the different instances of the element you chose. Choose the down
arrow to move forward through the different instances of the element you
chose:

Previous Page Mexk Page

M Using the Task pane

¢ Word 2003 has included new task panes to organise common Word tasks for
quick access. New Task panes include Research, Shared Workspace,
Document Updates, Protect Documents and XML Structure.

Th sk p isplay orga co Woard tasks so you can
access the ly:
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Mew Document A

New
|1 Blank docurent
=ML document
Wb page
B E-mail message

@ Fram existing document. ..

Templates
Search Office Online:

| | | (ETa]
& Templates home page

O my compuker, ..

@ oy Web sites,

To use the Task pane
e From the main menu, choose View > Task Pane. The Task pane opens on
the right side of the Word window.

o Use the Other Task Panes drop-down menu to select a different Task
Pane:

setting Started v[l

Getting Started

Help

Clip Ark
Research
Clipboard

Search Resulks

Mail Merge

Din seeeer '
-2 Office Online AL Structure

You can view the following panes

o Getting Started (Home) pane — allows you to open new or existing
documents quickly or view information about Microsoft’'s Office Web site.
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Help pane - allows you to search for help resources in the Help files on your
computer and online.

Clip Art pane - allows you to choose an image to place in your document.

Research pane — allows you to search an encyclopaedia, use a dictionary or
thesaurus or search online.

Clipboard pane - allows you to select items on the Windows Clipboard to
paste into your document.

Search Results pane — allows you to search the Microsoft Web site for
additional help, templates, clip art, media and more.

New Document pane - allows you to open and start new documents.

Shared Workspace pane — allows you to save a document in one location so
that other users can work together with you.

Document Update pane — allows you to update your document in the
shared workspace.

Protect Document pane — allows you to protect your document.
Styles and Formatting pane - allows you to apply predefined styles to text.

Reveal Formatting pane - allows you to see the formatting applied to the
selected text.

Mail Merge pane - allows you to build a mailing or emailing list.

XML Structure pane — allows you to work with XML tags in your document.

Using the Split box

The Split box is the small rectangle at the top of the vertical scroll baron
the right of your document:

o -

The Split Box allows you to work in two parts of your document at the same
time.

Note: The Split Box feature will not be available if you have the Document
Map turned on.
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To use the Split box

Place the mouse over the small Split box rectangle at the top of the vertical
scroll bar and click to see the Double-Headed Arrow:

el
+

Click and drag the double-headed arrow to the location where you want the
screen to splitand release the button:

?-I'I'H'Z'I'B'I'4'i'5'l'5'l'?'I'&'I'e'I'lU'l'Il'l'l?'l'l}'i'].-i'l'].i'l'lﬁ'I'l}"I‘I.S'I'IS'QI'N'I'I j

itz 4[]

([ DA IRE RI R PINIRS - RTINSt BT RN ARt FUEEE - PI NEE RN T R
“ooow |4

o o REc e B oG
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To return to the single window
e Double<lick the split bar.

Review Questions

How would you:

¢ Open a menu on the main menu?

e Open a toolbar?

e Set the margins in a document?

¢ Use the Office Assistant?

¢ View your document in Read View?

e Use the Thumbnail view?

e Open the Task Pane?

¢ Navigate to the Home Page in the Task Pane?
e Open the Document Browser?

¢ Split the window to show two different parts of a document at the same
time?

SAMPLE
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Standard Toolbar

When you have completed this learning module you will have seen how to:
¢ Open a new and an existing document using the toolbar
e Save a document using the toolbar

e Convert your document into an email

e Search for other documents

e Print your document

e View the layout of your document

e Check spelling and grammar

o Copy, cut, and paste sections of your document

¢ Undo and redo actions

e Inserta drawing into your document

The Standard Toolbar

Using the Standard Toolbar

e The Standard toolbar contains buttons that let you access common Word
commands easily.

Using the New Blank Document button
e You can use the New Blank Document button to open a new document:

_EIL{}HAJ

Mew Blank Document |

¢ The New Blank Document button appears on the left end of the Standard
toolbar.

Using the Open button
¢ “Youcan use the Open button to open an existingrdocument:

) LaWHAR
Open|

e The Open button appears next to the New Blank Document button.

Using the Save button
e You can use the Save button to save your document:
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A== e

If the file has already been saved, clicking Save on the toolbar replaces the

saved copy with the newest version.
The Save button appears next to the Open button.

Using the Permission icon

The Standard toolbar now has the addition of the Permission icon.

It allows

users to set up the level of access to others who may modify, edit or copy a

document or emaiil:
EIEEETIEA R
by

Permission (Unrestricked .ﬁ.ccess]l|

Note: To use this feature, you must first install the Information Rights
Management Service. Consult your instructor to ensure this feature is

available.

Once installed, when you click on the Permission button, Word opens a

Permission dialog box:

Permizsion

— v Restrick permission ko this document:

Enker the e-mail addresses of users in the Read and Change boxes (e.q.
‘somenne@microsalt,com'’)l, Separate names with a semicalond; 1, To seleck names
From the Address book, click the Read or Change button.

8 pead... I &,

Isers with Read permission can read this
Q Change

document, but cannok change, print or copy

conkent,
||

rs with Mge permis read; edit and
changes to documment; But ca
k.

are

Learn more abouk permissions | k. I Cancel |

W

Enter the email addresses to allow other users to read or change your

document or email. Separate each name with a semicolon (;).

Click OK.
The Permission button appears next to the Save button.
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Using the E-mail button
e You can use the E-mail button to convert your document into an e-mail:

3 [l <
3

E-rnail

e When you click the E-mail button, Word opens your document in an E-mail
Editing Window, with To, Cc, Bcc, Subject, and Introduction lines
appearing above your document:

@j Document? - Microsoft Word _ O]

File Edit Wiew Insert Format  Tools  Table  Window  Help Type a question for help = X

NEHRO|ERAVHE $ RS 9-0- 87 EE=H I T[T sl
[54 5end a Copy | & '».:"l -0 ||ﬁ

[ To: |
R e |
BB |
Subject: |

e The E-mail button appears next to the Permission button.

Using the Print button
e You can use the Print button to print your document:

;‘,I@_}, Vi % B@E
)

Print {(Canon Bubble-Jet BJC-42EIIZI]I|

o __The Print button appeats next to the Email button.

UsiAgythe Print Preview button

e You can use the Print Preview button to open the Preview window.

o ThedPreview window allows you to see the full layout of one or more pages
of your document beforeyou print it:

Print Preview

The Print Preview button appears next to the Print button.
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Using the Spelling and Grammar button

e You can use the Spelling and Grammar button to check your document for
spelling mistakes or grammar problems:

Y YN
g

Spelling and Grammar|

Spelling and Grammar: English [U.K.]

Mat in Dickionary:

"r’nu-n::an-use-the-Spelling-and-Grammar-huttunﬂ- A| Ignore Once |
to-check-yourdocument-for-spelling mistakes-ar
grammar-problems:+ Ignore Al |
Ful
5 | [P sy o j Add to Di-:tiu:-nar';.fl
Suggeskions:
button [N
butkons
Change All |
;l SutaCarreck |

Dictionary language: IEninsh kD j
Iv Check grammar
opkions., ., [rda | Zancel |

e The Spelling and Grammar button appears next to the Print Preview
button.

Using the Research button

e You can use the Research option to look for specific text in a variety of
Reference Books:

Research

o For example, you could search a/Thesaunus for the word “select”:

[T e "l W
@ S~

Search Far;

|select |

| &l Reference Books | vl

<bBack |« | | o= [+
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e From the drop-down, you can select the particular Reference book:

| all Reference Books | *_

All Reference Books
Encarta Dictionary: English (Marth America)
Thesaurus: English (UK.}
Thesaurus: French (Canada)
Thesaurus: Spanish {Spain-Modern Sork)
Translation
All Research Sikes
eLibrary
MSM Search Canada
Factiva Search
Encarta Encyclopedia: English (Morth America)
All Business and Financial Sites
¢ Gale Company Profiles
MSM Money Stock Quokes Canada

e Then see the results:

Research * X

@ [0 [
Search Far;

|select | a

| Thesaurus: English (LK.} | v|

<bBack [« | [ o |+
- Thesaurus: English {LLK.)} -

-] choose {v.)

choose
pick,
decide an
apk Far

plurnp For

qo for

e The Research button appears next to the Spelling and Grammar button.

bising the Cut button
¢ You can use the Cut button'to remove selected text from your document and
move it to the Office Clipboard:

cu

¢ Select the text you want to move before clicking the button.
e The Cut button appears next to the Research button.
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Using the Copy button

You can use the Copy button to make a copy of selected text and move it to
the Office Clipboard:

% .4 7
Copy |

Select the text you want to move before clicking the button.
The Copy button appears next to the Cut button.

Using the Paste button

You can use the Paste button to place the contents of the Office Clipboard
into your document:

- FIE

Place your cursor in the location where you want to paste the Clipboard
content before clicking the button.
The Paste button appears next to the Copy button.

Using the Format Painter button

You can use the Format Painter button to paste the formatting from one
element in your document over another.

Select the text with the format you want to copy and click the Format
Painter button:

B9 - o -
lé%rmat Painter

Thenyselect the text to which you want to apply the format. When you let go
of the mouse button, Word pastes/the format on the text.

Using the Undo button

You can‘use the Undo button to return to“the state of your doecument before
your last action:

7 |
b
Undao Typing

You can click the Undo button multiple times to move sequentially back
through your actions.

4
4
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e You can also select the undo drop-down list and scroll to the undo and click
the mouse button:

Unda 1 ackion

e The Undo button appears next to the Format Painter button.

Using the Redo button

e You can use the Redo button to return to the state of your document before
you used the Undo button:

2O 2 43
Redo Typing

e You can click the Redo button multiple times to move sequentially forward
through the actions that were undone.

e You can also select the redo drop-down list and scroll to the desired redo and
click the mouse button:

40

vping "Enter dekails"
Redo 1 Action

e The Redo button appears next to the Undo button.

Usinglthe Insert Hyperlink button

e You can use/the Insert/Hyperlink button to add a link to a web site to your
decument:

e ' [ S

Insert Hyperlink,

e Place the cursor where you want to add the link before clicking the button.
e The Insert Hyperlink button appears next to the Redo button.

Using the Tables and Borders button

e You canuse the Tables and Borders button to create, place and edit tables
in your document:
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Q%EEEE s

Tables and Eh:uru:lers|

e The Tables and Borders button opens the Tables and Borders toolbar:

22| —— | %2 -0
o - - B Al 4§

e The Tables and Borders button appears next to the Insert Hyperlink
button.

Using the Insert Table button

e You can use the Insert Table button to place a basic table in your
document:

L Ll CR 25 B |
Insert Table

¢ When you click the Insert Table button, a box opens that lets you select the
number of columns and rows you want in your table.

¢ Place the cursor where you want to add the table before clicking the button.
e The Insert Table button appears next to the Tables and Borders button.

Using the Insert Microsoft Excel Spreadsheet button

e You can use the Insert Microsoft Excel Spreadsheet button to add a
Microsoft Excel spreadsheet to your document:

Spreadsheet button, X
umnsandr n

spreadsheet:
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B | G0

3 % 3 Spreadshest

e Place the cursor where you want to add the spreadsheet before clicking the
button:

A | B |

1 I
L |
2
4 i, Sheet /T 4]

o)
Ll

ECR AR AR RS

4

e

o The Insert Microsoft Excel Spreadsheet button appears next to the
Insert Table button.

Using the Columns button

e You can use the Columns button to place the content of your document in
columns:

i !4} |

Colurns

¢ When you click the Columns button, a box opens that lets you select the
number of columns you want.
e The Columns button appears next to the Insert Microsoft Excel

Spreadsheet button.
sing
an drawings
¢ The Drawing button opens the Drawing toolbar at the bottom of the

Drawmg
document:
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The Drawing button appears next to the Columns button.
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You can navigate through your document by clicking the headings.
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e The Document Map button appears next to the Drawing button.

Using the Show and Hide Paragraph Marks button

¢ You can use the Show and Hide Paragraph Marks button to show or hide
the paragraph markers in your document:

@mu% - @
Shuhj,l'Hide 'ﬂl

e Paragraph marks indicate where a paragraph ends.

e The Show and Hide Paragraph Marks button appears next to the
Document Map button.

Using the Zoom button

e You can use the Zoom button to increase or decrease the size of your view of
your document:

1 [100% [ @ | Hiead
.

Zoam |

e The Zoom button appears next to the Show and Hide Paragraph Marks
button.

M Using the Help button

¢ Word 2003 has improved the ways for you to get help. Users can now access
the Office Online help pages from the Getting Started and Help task panes, in
addition to using the Help button on the Standard toolbar. Some
functionality in these task panes requires a connection to the Internet.

e Use the Help button to open the Word Help pane:

Micrnsnlﬁfﬁce Wu:ur_d HEE'

e wihe Help pane contains information on how to use Microsoft\Word :
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* Microsoft Word Help R
Assistance

Search

| |

@2 Table of Contents

x Office I."”‘_}..

&) Connect to Office on
Microsaft, carm

&) Get the labest news about using
Microsoft YWard!

ﬂ Autamatically update this lisk
From the web

More. ..

4 Assistance

ﬁ Training
A& Communities
% Dffice Update

See also

& What's Mew

a Zonkact s

) Accessibility Help

&) Orline Content Settings. ..

o The Help button appears next to the Zoom button.

€3 Using the Read button

o The Reading layout view has been designed to make it easier to read pages

chan the lay and displ You can
ange view k :

OR press the Alt + R key combination.

¢ The Read button displays your document as an easy to read central page:
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Screen 62 of 216

Using the Redo button
* fou can use the Redo button to return to the state of your document
befare you used the Undo button:

9 -8R 8 2 B
Redo Tvping

+ You can click the Redo buttan multiple times to move sequentially
forward through the actions that were undone.

e« You can also select the redo drop-down list and scrall to the desired
redo and click the mouse buttan:

BRI 9-C-8HERES S
vping "Enter details" K
Redo 1 Action

+« The Redo button appears next to the Undo button.

Using the Insert Hyperlink button
« You can use the Insert Hyperlink button to add a link to a web site to
your docurment:

(o] - B N
Insert Hypetlink

s Place the curzor where you want to add the link befare clicking the
button.
+ The Insert Hyperlink button appears next to the Redo button.

¢ Or to view multiple pages, click Allow Multiple Pages on the Reading
Toolbar. This setting is on automatically, but it does depend on your window
size and the size of the text display:

! E| Ed Close | [E E

Alla FLUlkpl 25
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e From the main menu, use View=Normal to switch you back to the normal
view

OR click the Close button on the Reading Toolbar:
(L]
Close

Review Questions

How would you:

¢ Open a new document?

e Open an existing document?
ve your document?

it somewhe (o}

document?

e Copy formatting from a section of your document and paste the formatting
on another section?

¢ Undo your last action?

¢ Inserta drawing into your document?

e Use the Read view?
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Formatting Toolbar

When you have completed this learning module you will have seen how to:
e Apply a predefined style to your document

e Change the font

¢ Bold, italicize, and underline text

e Left align, centre, right align, and justify text
¢ Increase the space between lines of text

e Add numbers and bullets to paragraphs

¢ Increase or decrease the indentation of a line
e Add a border to text

¢ Highlight text

¢ Change the colour of text

The Formatting Toolbar

Using the Formatting Toolbar

¢ The Formatting toolbar contains buttons that let you easily apply common
formatting to your document.

Using the Styles and Formatting button

e You can use the Styles and Formatting button to open the Styles and
Formatting pane:

BulletedJ Symbn - | Arial

Stvles and Fu:urmatting|

e The Styles and Formatting pane contains a list of predefined styles that
you can apply,to your decument.

s The Styles and Formatting button is| the first button on the Formatting
Toolbar.

Lising the 3tyle button

e YOu can use the Styles button to access a drop-down list of predefined
styles:

4_:1 Bulleted, Symbi| = | Arial
Skyle

o The Styles button appears next to the Styles and Formatting button.
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Using the Font list
e You can use the Font button to access a drop-down list of fonts:

- Bulleted, Symb - | Avial | "\l
L

% Times New FEoman =
T Arial Black

& Albertus MT

& Albertus MT Lt

& Antique Olive Compact
& Antigue Olive Roman
& Apple Chancery

T Arial

T Arial Black

T Arial Marrow

T Arial Unicode M3 hd|

e To apply a font to selected text, choose the font from the list.
e The Font button appears next to the Style button.

Using the Font Size button
e You can use the Font Size list to customise the size of text by selecting the
text and then choosing a size from the list:

the| Font button.

Using the Bold button
e You can use the Bold button to bold text in your document:

Biold
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e To make text appear bold, select the text and click the Bold button.
e The Bold button appears next to the Font Size button.

Using the Italic button
e You can use the Italic button to italicize text in your document:

B (I O

5

o To make text appear in italics, select the text and click the Italic button.
e The Iltalic button appears next to the Bold button.

Using the Underline button
e You can use the Underline button to underline text in your document:

Z [

IInderline

e To underline text, select the text and click the Underline button.
e The Underline button appears next to the Italic button.

Using the Align Left button
e You can use the Align Left button to align your text with the left margin:

I

Align Left

e The Align Left button aligns all text from the line‘inywhich the cursor Is
placed.

o Align Left/s the default setting.

o The Align/Leftibutton appears next to the Underline button.

Using the Center button

e You can use the Center button to centre your text from right to left.
e The Center button centres all text from the line in which the cursor is placed:

Cenker
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To return to the default alignment, click the Center button again.
The Center button appears next to the Align Left button.

Using the Align Right button

You can use the Align Right button to align your text with the right margin:

=
Alian Right

The Align Right button aligns all text from the line in which the cursor is
placed.
To return to the default alignment, click the Align Right button again.

The Align Right button appears next to the Center button.

+
¥

=

Using the Justify button

You can use the Justify button to align the text with both the right and left
margins:

=1 1=
=*=

Juskify

Word justifies the text by adding extra spacing within the line.
The Justify button appears next to the Align Right button.

Using the Line Spacing button

You can use the Line Spacing button to increase or decrease the spacing
between different lines of text in you document:

Line_Span:ing (14

To change the spacing hetween lines of text, select the text and choose the
spacing size you want.
The Line Spacing button appears next to the Justify button.

Using the Numbering button

You can use the Numbering button to number paragraphs in your
document:
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Murnbering

To apply numbers to paragraphs, select the paragraphs and click the
Numbering button.

The Numbering button appears next to the Line Spacing button.

Using the Bullets button

You can use the Bullets button to add a bullet symbol at the beginning of a
paragraph:

To apply bullets to paragraphs, select the paragraphs and click the Bullets
button.

The Bullets button appears next to the Numbering button.

Using the Decrease Indent button

You can use the Decrease Indent button to make a line’s indentation
smaller:

Decrease Indent

To decrease the indentation of a line, place your cursor on the line to which

you want to decrease the indent, and click Decrease Indent. The line’s
indentation decreases by half an inch.

The Decrease Indent button appears next tothe Bullets button.

Usingthe Increase Indent button

You_can use the Increase Indent button to make the size of a line’s
indentation larger:

FE -
Incrégase Indent

To increase the indentation of a line, place your cursor on the line to which
you want to apply the indent, and click Increase Indent. The line indents
by half an inch.

The Increase Indent button appears next to the Decrease Indent button.

141
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Using the Borders button

You can use the Borders button to add borders to selected text.

Click the arrow beside the Border button to choose the type of border you

want to apply:

= [ERY - A-
-hE 5]

Ctside Border

The Borders button appears next to the Decrease Indent button.

To apply a border

Select the text you want to surround.
Choose the arrow beside the Border button and select the border you want
to apply.

Using the Highlight button

You can use the Highlight button to highlight text and draw attention to it:

Fha-B
4
Highlight {velow)

To highlight text, select the text and then click the Highlight button.
To change the colour of the highlight, choose the arrow beside the Highlight
button and select the colour you want:

aMtheIo rders buttI. I

Using the Font Color button

You can use the Font Color button to change the colour of text in your
document:

Font Color {Auto)
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o Select the text to which you want to apply the colour and click the Font
Color button:

Maore Colors, .,

e To change the font colour you want to apply, choose the arrow beside the
Font Color button and select the colour you want.
e The Font Color button appears next to the Highlight button.

Review Questions

How would you:
e Access the Styles list?
e Change the font?
e Bold text?
o Align text with the right margin?
o Increase the space between lines of text?
e Number paragraphs?
e Increase the indentation of a line?
e Add aborder to text?
¢ Highlight text?
Change the colour selected text?

SAMPLE
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When you have completed this learning module you will have seen how to:
e Apply levels of formatting

e Use the Reveal Formatting Task Pane
e Change the font characteristics

e Animate text

e Set default font formats

e Align paragraphs

e Create paragraph indentations

e Set tab stops

e Remove tabs

e Change the default tab stops

Formatting

Using basic formatting

e If you want to format small selections of text without being concerned about
reusing formatting consistently, you can use the basic formatting tools in
Word. These tools include the Formatting Toolbar, the Font dialog box,
and the Paragraph dialog box.

e To apply basic formatting to text, first you need to select the text.

e You can access the Font and Paragraph dialog boxes from the Format
menu:

Format | Tools Table wWindow  Hel

Fork...

Paragraph...

T
i =l e

Bullets and Mumbering. ..
Borders and Shading...
Columns., ..

Tabs...

Drop Cap...

& M

Tex or.

Change Case. ..

- Background [
[f Theme...

Frames 3
?é’] AutoFormat. ..
—"!;{ Styles and Formatting. ..
"L‘-F-L Reveal Formatting...  Shift+F1
{5}, Picture...
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Using levels of formatting

e Word lets you format a paragraph or section and then apply different
formatting to items within the paragraph or section.

Example: You can italicise an entire paragraph and then bold the first word.
The entire paragraph will appear italicised and the first word will appear both
italicised and bold.

e When applying levels of formatting, apply your formatting from the biggest
level to the smallest level: Apply formatting to sections, then paragraph,
then words, then letters.

Using the Styles and Formatting Task Pane
e The Styles and Formatting Task Pane shows you the formatting applied to
the selected text.

e This is useful if you decide you want to duplicate the formatting on another
selection of text, or if the text doesn’t look the way you want it to and you
want to see what formats are applied.

To view the Styles and Formatting Task Pane

e Select the text for which you want to see the formatting.
e From the main menu, choose Format > Styles and Formatting:

Styles and Formatting v X
@ e s

Formatting of selected text

s Bulleted

| Select All | | Mew Skyle, ..

Pick formatting to appl

|+

Clear Formatting

12 pt

mh22 pt, Boldy®
8 pt

. & pt, Bold

& pt, Bold, Bottom: (Singli

Bold
Eold, Italic

s Bulleted

o Bulleted |

=« Bulleted, Bold j

Shows | Available formatting | - |
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To change an element
e Click the formatting name to specify the new setting.

Font Formatting

Using Font Formatting

e Use Font Formatting to apply a customised look to specific characters,
words or text strings, without changing the rest of the text in the paragraph.

¢ Using the Font dialog box, you can change the font, font size, and font style,
as well as underline text and change the colour and the spacing between
letters. You can even animate text.

To open the Font dialog box
¢ From the main menu, choose Format > Font.

Selecting fonts and sizes

¢ In the Font dialog box you can select the type of font and the size of font
you want for your text selection.

¢ Selecting a different font and size can help attract attention to an item or
decrease its saliency.

To change the font and font size

¢ From the main menu, choose Format > Font.
e In the Fontdialog box, select the font you want to use from the Font list and
a size from the Font Size list:

Font [ 7]

Font | Character Spacing | Text Effects |
E A ~\ Font stgle.
i Regular

.ﬁ.rial-F.Ln:nundl.ed MT Bold
dikial Lnicade M5 -
—

e The Preview box shows you your selected text with the new format before

you apply it.
e Click OK.
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Selecting font styles, underlining, colour, and text effects

e You can also use the options in the Font dialog box to further customise the
look of the font you selected.

e You can change the style of the font or the colour of the font. You can also
underline the text selection and apply different text effects to it.

To apply font styles and colours and to underline and apply text effects
¢ From the main menu, choose Format = Font.

¢ In the Font dialog box, select the style you want to apply to the font from
the Font Style list. You can apply bold, italic or both to the font:

Font skyle:

IReguIar

Regular

e If you want to change the font colour, select the colour from the Font Color
list.

e If youwant to underline the text, select the style of underline from the
Underline style list.

e If youwant to apply any text effects, select them from the Effects options:

Font colar; nderline skyle: |Inderline color:

I Aukomatic ;l I (none) ;! | Antomatic j

Effects

[ Skrikethrough [ shadow [ Small caps
[ Double skrikethrough [ outline [ allcaps
[" Superscript [ Emboss [ Hidden
[ Subscript [ Engrave

e aClick OK.

Creating characterspacing

o If you wantto increase or decrease the space a character takes up and
spaeing around the character; you can use the Character Spacing tab_in the
Font dialog box.

e The options on the Character Spacing tab let you scale (stretch or shrink) a
character, add space around it, position it higher or lower than the other
characters, and change the kerning of letters (increases or decreases the
spacing between specific pairs of letters which depends on the pair):
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Font

Fonk Character Spacing | Text Effects |

Scale;

Spacing: INDrmaI ;I Byt W
Paosition: IN:::rmaI ;I B [ﬂ

[ kerning For fonts: l 3‘ Faints and above

Preview

Arial

Thiz is a TruaType Font, This Font will be used on bath printer and screen,

Default, .. | Lol 4 I Cancel

To create character spacing

From the main menu, choose Format > Font.
In the Font dialog box, select the Character Spacing tab.

If you want to scale a character, select the percentage by which you want to
scale it from the Scale list.

If you want to increase or decrease the spacing around a character,
select the type of spacing you want from the Spacing list and then specify a
point size.

If you want to change the ‘position of thel character, select the type of
positioning you want from the Position list and then specify a point Size.
If'you want to_change the kerning, select the Kerning for fonts check box
and then specify the smallest point size for which you want to apply kerning
using the Points and above list.

Click OK.

Animating text

If you want to animate your text in some way (make it blink, shimmer,
sparkle, etc.) you can use the Text Effect tab of the Fonts dialog box:
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Font E

Faonk | Character Spacing

animations:

Blinking Background
Las weqgas Lights
Marching Black Anks
Marching Fed Anks
Shirmmer

Sparkle Text

Presview

Arial

Default, .. I Ik I Cancel

To animate text
¢ From the main menu, choose Format > Font.
¢ In the Font dialog box, select Text Effects tab.

e Select the type of animation you want to apply.
e Click OK.

Setting,font formats as default

o If youintend to\use the font style you created all the time, you can set it as
the default!

Topsetithe font format as default

e From the main menu, choose Format > Font.

e In the Font dialog box, customise your font.

e Click Default then press Yes on the message box that appears.
e Click OK.

Note: When you change the default settings, you change the font settings for
new documents, not existing ones.
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Paragraph Formatting

Using paragraph alignment

o When formatting a paragraph, you should first decide how you want to align
the text.

e Aligning text to the left means that each line of text starts at the left
margin.

e Aligning text to the right means that each line of text starts at the right
margin.

e Aligning text in the centre means the centre of each line is at the centre of
the page.

o Justifying text means the text of each character in each line are spread out
so the paragraph aligns with both the left and right margins.

To align a paragraph

e Put your cursor in the paragraph you want to format.

e From the main menu, choose Format > Paragraph.

e From the Alignment list, select the type of alignment you want:

Gaeneral

Alignrment; m

e Click OK.

Creating Indented Text

¢ If you do not want all paragraphs to align with a margin, you can use the
Indentation options to indent the text.

e To further customise the indentation of the paragraph, you can also set the
following special indentation types:

- None. Indents.every line in the paragraph.
- Firstline. Indents the first line.
-‘Hanging. Indents every line except the first.

ToTndent text
e Put your cursor in the paragraph you want to format.
e From the main menu, choose Format > Paragraph.

e In the Indentation section, specify the indentation from the left margin and
from the right margin using the corresponding lists:
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Indentation

Left: II:I cm 5‘ Special: B
Righ: fpon 2 Jrenong =] pesem

e If you want to use one of the special indentation styles, select the style
from the Special list and then specify the size of the special indent using the
By: list.

e Click OK.

Creating Paragraph spacing

e In many instances you will want to change the amount of spacing between
lines in a paragraph or between paragraphs.

e You can use the spacing options in the Paragraph dialog box to change
these characteristics:

Spacing

Before: ID Pt 3‘ line spacing: Ak
After: ID pt Ei lSi"";'lE Ll I =

" Don't add =pace between paragraphs of the same style

To change the spacing

e Put your cursor in the paragraph you want to format.

From the main menu, choose Format > Paragraph.

In the Spacing section, use the Before list to specify the space above a
paragraph.

Use the After list to specify the space after paragraphs.

Use the Line spacing lists to specify the space between lines. You can set a
standard spacing that is based on line size, or you can specify a particular
point size.

Click OK.

Setting, tabs

e You can use the Tabs dialog\box to create tab stops along a horizontal line
of teXxt:
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Tabs |
Tab stop position: Default tab stops:
f1.27 cm =
0.63 cm ;I Tab stops ko be cleared:
[
Alignimnent
i |eft ™ Center ™ Right
" Decimal " Bar
Leader
7 1 Mone T3E L SRR
[
Set | Clear | Clear all |
(a4 I Cancel |
To set tabs

From the main menu, choose Format > Tabs.

In the Default tab stops box, type the distance that you want the tab to
move the cursor. Tabs are set in centimetres.

From the Alignment section, specify the position from which you want text
to continue. Left places all additional text to the right of the tab. Center
centres text from the tab stop position. Right places all additional text to
the left of the tab. Decimal aligns all text at the decimal point. Bar creates
a bar at the tab point for dividing text.

If you want to add a leader, select the leader style.
Click OK.

Removing tabs
sanYou, can easilygpemove gabs if you ne longermneed,thems

Toremeve tabs
¢ From main menu, choose Format =>{Tabs:

Farmat | Iﬂ Tahle ﬂin& _!
A Font...
=y Paragraph...
Borders and Shading...
EE Columns...
Tabs... o
& 8
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¢ In the Tab stop position box, select the tab you want to remove:

Tab stop position:

N

e Click Clear.
e Click OK.

Changing the default tab stops

o Word sets default tab stops every 1.27 centimetres. However, if this
setting is not convenient, you can change it.

To set the default tab stops
¢ From the main menu, choose Format > Tabs:

Format hL:u:uIs Table ‘wWindow  Hel

A Font...

=% Paragraph...
Borders and Shading. ..

EE  cColumns...

&S Tk ricombine !

¢ From the Default tab stops list, select the distance, in centimetres, between
each tab:

Tab stop position; Defaulk tab stops:

MPBLE

How would you:

e Apply levels of formatting?

¢ Open the Reveal Formatting Task Pane?
e Change the font size?

¢ Change the colour of the font?

e Underline the font style?

¢ Animate text?
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e Set default font formats?

o Align a paragraph?

e Indent a paragraph?

e Set tab stops?

e Remove tabs?

e Change the default tab stops?

SAMPLE
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.
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Includes Windows 7 and Office 2010 Courseware

m
A complete library of quality training courses ﬂa ’ ! @

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES ~ * ADD YOUR OWHN NAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each

course, included w ith our printable coursew are. 0ver

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 f

The most cost effective courseware solution for your IT

training needs. Get ALL our courses, and all new courses web Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library'.
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