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Introduction to Microsoft Word XP

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

e Create dimensions

e Open an existing document

e Switch between multiple open documents

e Close a document

e EXit Microsoft Word

e Save afile

e Save afile in a different location

e Save afile in a different format

What is Word XP?

Word XP

e Word XP 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

¢ 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

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

Creatgia NeW Dogurient f/ | [ i i

Creating a new document

¢ From the main menu, choose File = New.
e From the New Document task pane, select Blank Document:
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& % New Document v X

Open a document
ﬁv Diocuments. ..

MNew
[ Blank Document

Blank ‘Wweb =

b Blank E-mail Message

Mew 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 open adocumentusing atemplate:
¢ On the New Document task pane, click General Templates under New from
template:

Mew from template
General Templates. ..

@ Templak__fon my Web Sikes, .,
@ Templates on Microsoft, com

o e Templates are organized into categories. Click the tab for the of
e; / nt\to M P L E
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Templates . . HE
 Publications ) I Reports I ‘Web Pages
General | (egalPleadings | LettersmFaxes | MalMerge | Memos | Other Doruments

B [

‘“Web Page E-mail
Message

Preview not available,

-Create Mew
& Document O Template:

o ] oo |

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

Setting the page dimensions

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

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

[ mew... Chrl+M

(= Open... Chrl4o
Close

& save Chrl+5

Prink Prewview

M o)

Brink. .. Ckel4+P

Send To 3

Properties

Exit
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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
Letter 8-1/2” x 11”.

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:

Page Setup HE
Margins Paper | Layiout I
Paper size:
Letter & 42 3 11 in |
width: g.5" c
Height: 11" =

Paper source

Eirst page: COther pages:
Default kray (Autn seleck)
Tray 1
Manual Feed
Man. Envelope
ALko select
Presiew
Apply to: ——
Prink Options. .. | _—
Default, .. | [o]8 I Cancel |

e 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 saurce

Firsk page: other pages:

Defaulk tray (Auko seleck) Defaulk bray (AUt select) PR

¢ 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:

FOR USE AT THE LICENSED SITE(S) ONLY
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Prewview

Apply to:

This seckion

Th kicon
This paint Forward
Whole document

Prink Options., .. |

e Use the Default button to return the all setting of the Paper tab back to the
Word Default:

ik Cancel | |

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 -1
Bottom - 1"
Left - 1.25"
Right - 1.25"

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:

SAMPLE
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Page Setup
Margins | Paper I Layout I
Margins
Top: 1" - Eokkom: Il" 5‘
Left: 1.28" = Right: |1.25“ 5‘
Gutker: ID" 5‘ Gutker position: ILeFt vl
Crientation
A
Partrait Landscape
Pages
Multiple pages: INDrmaI j
Prewview
Apply bo: —
‘Whole document j —
Default, ., | [al'4 I Cancel |

The Orientation section allows you to set the page as Portrait or
Landscape:

Orientation
| E
Portrait 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. Using the Multiple pages drop-down list to select the desired page

options:

F‘age-s

[tiple pag

Mirtar rargins
Z pages per shegk
Book Fold

Apply Ea;

Normal:
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e Mirror Margins:

e 2 Pages Per Sheet:

e Book Fold:

ou want to n.

OR press the Ctrl + O key combination:
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EiT'

[ mew... Chrl+M
Close !

[H save Chrl+5
Save fs, .,

Save as Web Page...

B Search...
Versions...
\Web Page Preview

¢ In the Open dialog box, browse to the file you want to open. To see
documents of all types, select All Formats from the Files of Type list.

(E O Y Coneeo] El#*@|ﬂ)§."""#‘
LI 34 Flopew 4]
___.1_] e Lnca Disk 1]
Lo VD Dirve 1)
L 00 Diiwe [E:)
-:ﬁ |7 Shaned Dincumeni s
My Documents
©
Desitop
Earvorkns
= :
= | d e |
k
*HH:: Files of Lei [ Word Docussents | Carvel !

Switching among files that are open

e The Window menu displays a list of all open Word files. The file currently in
i has a cheekmark ide it:

2 Documentll

3 Documentlz

4 Documentd

To switch between open documents:
¢ From the main menu, choose Window > the file you want to open.
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Saving

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

To save your document:
¢ From the main menu, choose File > Save

OR press the Ctrl + S key combination.

o Ifitis the first time you are saving the document, the Save As dialog box
opens, otherwise Word will just re-save the document.

e From the Save in drop-down list, specify the location where you want to
save the document.

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

Using Save As
e If you want 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 H
Save in: |;J Samples j [ Q> O » Tools =

Hiskary

My Documents

— _
Dame: Docl.dok Save [: I
Save as bype: IWord Document (*.doc) j Cancel |
%

kwark
Places

e You can also use the Save As Type drop-down list option to save your
document in a different file format:
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Save as bypel lyord Document (% ,.doc) -

Web Page (*.htm; *.himl)

Web Page, Filkered (*.hitm; *.htrl)
Web Archive (*.mbk; *. mhkml)
Document Template (*,dok)

Rich Text Formak (. reF) 7

To save your document under a different file name:

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

¢ 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.

e Click Save.

To save your document in a different file form at:

¢ 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

e 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:

! Microsoft wWord

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.
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How would you:

e Create a new document?

e Set page dimensions?

e Open an existing document?

e Close a document?

e EXxit Microsoft Word?

e Save afile?

e Save afile in a different location?

SAMPLE
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Word XP 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 XP 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:
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The Editing Window includes:
e wihe page area, which enables you type, edit, and format yourdocument:

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:

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



Page 19 — Microsoft Word XP - Foundation Level Manual

File Edit “iew |nzert Fomat Tools Table 'Window Help

To run acommand:

e Click the desired menu.
e 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.

Using the Standard toolbar

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

Dot 8RRy ia@d]| o o-

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

Using the Formatting toolbar

e The Formatting toolbar contains buttons that let you easily apply common
formatting to your document:

<4 Bulleted, Symbi +  Arial =10 - B F O

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

Usingithe 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.

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

|E|---|-I“_/|-1---e---2---|---&---|

First Line Indent:

Y
First Line Indenk
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Hanging Indent/Left Indent:

gt R

Haniging Inu:lent| Left Indent|

Right Indent:

Right Indent

e |t also has tab indicators.

e 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:

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

e Click and hold the mouse button while you drag the arrow to where you want
the margin. The ruler measures in inches.

o Repeat the previous step for the right edge.

To set indentation:

e Choose the indentation indicator for the indentation you want to set.
¢ Move the indicator to where you want to set the indentation.

To move atab:
e Choose a tab indicator and slide it to where you want to place the tab:

]

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 jposition on the page.

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

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



Page 21 — Microsoft Word XP - Foundation Level Manual

I

To set the length of your document:

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

—

%

e Click and hold the mouse button while you drag the arrow to where you want
the end of the page. The ruler measures in inches.

o Repeat the previous step for the top edge.

that appe
estions fo

on

find

earch.

ithen click S

- Options Search

L : &

To turn on the Office Assistant:
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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:
¢ From the main menu, choose Help = Hide the Office Assistant.

Note: Only if the Office Assistant is already active.

To use the Office Assistant:
e 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.

Using the View buttons

e The View buttons appear in the lower left corner of the Word window. They
let you see 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:

Sec 2

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

ORyfrom the main menugehoose View > andithe,corresponding View
button:
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Print Layout

[E  Outline

Tazk Pane
Toolbars 3
Buler

Document Map

o A<

Header and Footer
Footnotes

M arkup

O 5

Full Screen

£0om...

Using the Document Browser

¢ The Document Browser is located at the bottom of the vertical scroll bar.
It lets you navigate through your document by letting you move between
different elements.

e You can select the type of element you want the Document Browser to
use:

¥

I3

%

To specify the type of element you want to browse for:

¢ From the Document Browser, choose the round circle between the two
WS

e From the available options, select the element for which you want to browse:
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Cancel %
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To move through your document:

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:

B

Prewvious Page

b

Mexk Page

Using the Task pane

The Task pane displays and organizes common Word tasks so you can
access them quickly:

& % Mew Document * X

Open a document
= Mare. .,

MNew
[ Blank Document

Blank. ‘Wweb Page
B Blank E-mail Message

Mew from existing document
ﬁj Choose document., ..

Mew from template

Showr ak skartup

To use the Task pane:

From the main menu, choose View = Task Pane. The Task pane opens on
the right side of the Word window.

Use the Other Task Panes drop-down menu from New Document pane to
select a different Task Pane:
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4 % New Document %(
Open a document
= More... |Other Task Panes
MNew
& Mew Document @x
Tews Docurment
Clipboard
Search

Insert Clip Ark

Styles and Formatking
Reveal Formatking
Mail Merge

Translake

You can view the following panes:

New Document pane - allows you to open and start new documents.
Reveal Formatting pane - allows you to see the formatting applied to the
selected text.

Styles and Formatting pane - allows you to apply predefined styles to text.
Mail Merge pane - allows you to build a mailing or emailing list.

Insert Clipart pane - allows you to choose an image to place in your
document.

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

Search pane - allows you to search for other documents or for text in other
documents.

Translate pane - allows you to translate selected words into other
languages.

Using the Split box

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

=

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.

To use the Split box:
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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 the location where you want to the
screen to splitand release the button:

[] 1z 13 4 s AN S

*
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Review Questions

How would you:

Open a menu on the main menu?
Open a toolbar?

Set the margins in a document?
Open the Language toolbar?
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e Use the Office Assistant?

¢ View your document in Outline View?

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?

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:

@@Eﬂﬂ

Mew Blank, Document |

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

Usingythe Open button
¢ You can use the Open hutton to/open an existing document:

BBl =
WG
Open|

e The Open button appears next to the New Blank Document button.
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Using the Save button
e You can use the Save button to save your document:

i‘rﬂﬁ

o If the file has already been saved, clicking Save on the toolbar replaces the
saved copy with the newest version.

e The Save button appears next to the Open button.

Using the E-mail button
e You can use the E-mail button to convert your document into an e-mail:

S

E-mail

¢ 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:

il Document] - Microsoft Word

eflhf' -Edi't' E'B'W nzet  Format .T_-'Dols: :T-j!illa -\;ﬁﬁdnw Help x
SsaEmao e . BoNaRT :
glNormaI -||T'rrrrEsHewHUman 1-|| B 7 |§ == — = 5

= [Fnal Showing Markup <] Show~ | & B & - & - | #a -
igendaCopy ) - EA @, ! 4 ¥ | [)Optons. -
[ 1., ||
. |
EBBec. |

Subject; |

Introduction:

lzuE=y |
Page 1 Sec 1 /1 A1t Ln ol 1

e The E-mail button appears next to the Save button.
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Using the Search button
e You can use the Search option to look for documents containing specific
text:

E%Iﬁﬁ?

Search

o For example, you could search your Reports directory for files containing the
word “company”:

& % Basic Search v x

Search for:

Search bexk:

|n:n|:n|ivin:-us
I Search | | Rﬁs_tqra_.‘
@ Search Tips...

Other Search Options:

Search in:

| Selected locations | _v.i

Resulks should be:

|Selected file bypes ITJ

Fast searching is currently disabled
Search options...

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

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

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

¢ The Preview window allows you to see the full layout of one or more pages
of your document before you print it:
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SRy + =8I
"
Prink Preview

e The Print Preview button appears next to the Print button.

Using the Spelling and Grammar button

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

Spelling and Grammar: English [U.5.]

Repeated word; N
You-can-use-Go- Tegto-move: directly to-a page, a- i’ Ignare Once I
section,-a-line, a-footnote - an-endnote -a-table -and-
many- otheritems.- _%I
=l Aod o Dictionary: |
Suggestions:
= Delete |
Delete Al |
= C o el |
% El % UIFIIJ @ g Dickionary language: IEninsh [{(NR=TH] j
ki, I~ Check grammar
- Options. .. | Lrdo | Cancel |
Spelling and Grammar

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

Using the Cut button

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

SRY Exa<c

s Select the text you want to move before clicking the button.
e, The Cut button appears next to the Spelling and Grammar button.

bisingdhe Copy button

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

% BB <
")
Cony|

e Select the textyou want to move before clicking the button.
e The Copy button appears next to the Cut button.
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Using the Paste button

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

$ BES oo

ht]

Paste |

e Place your cursor in the location where you want to paste the Clipboard
content before clicking the button.

e The Paste button appears next to the Copy button.

Using the Format Painter button

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

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

$ BRI o o
&)
Faormak Painter

e Then select 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.

¢ The Format Painter button appears next to the Paste button.

Using the Undo button

e You can use the Undo button to return to the state of your document before
your last action:

s to move sequentially

also select and scroll t

the mouse button:

a
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Insert Table
Insert Table
Insert Table
Insert Table ﬂ

Undao 1 Ackion

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

Using the Redo button

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

- [fle B0
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:

A

Insert Table

Insert Table
Insert Table

Redo 1 Ackion

e The Redo button appears next to the Undo button.

Using the Insert Hyperlink button

e You can use the Insert /Hyperlink button to"adda link to a web site to'your
document:

Insert Hyp%k

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 can use the Tables and Borders button to create, place and edit tables
in your document:

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



Page 34 — Microsoft Word XP - Foundation Level Manual

%ED@% &

Tables and Borders |

e The Tables and Borders button opens the Tables and Borders toolbar:
P0| — 5 wrd- |- -
O-E@EEF3m Ak gl i =

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:

Inserk 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.

o Place the cursor where you want to add the link 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,
umns andr n

spreadsheet:
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3 x 4 Spreadsheet

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

A
1 |
L]

2
< ¥ Sheett /4] |

B |

!

N Nl

[LLEEORRAT LARERTEN

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

Using the Columns button

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

Bl

When you click the Columns button, a box opens that lets you select the
number of columns you want.

The Columns button appears next to the Insert Microsoft Excel Spreadsheet
button.

Using the Drawing button

You can use the Drawing button tocreate, place and edit drawings iny.our
document:

g = )

The/Drawing button .opens the Drawing toolbar at the bottom_ of the
document:

Drawr [ | AutoShapes+ S w [] O 4l 3 3 Dol A S
Page 1 Sec 1 1/1 At 1" Ln Col 1 REC TRK E}

The Drawing button appears next to the Columns button.
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Using the Document Map button
You can use the Document Map button to open the Document Map pane:

The Document Map pane shows a hierarchical view of your document
headings:

ia§ Word_2002_Foundation_manual - Microzoft Word

Dedan &l < - |8 AO

Eile  Edit “iew |nzert

Bulleted, Symbe » Al

Final Showing Markup

“stowr WD -D-E- D .

Format  Toolz  Table Window Help x

.1DvBI=

Blntroduction to r\:‘I L

What is Word
Create a New
Opening and =
Review CQuesti
Evyord 2002 Inter
Word 2002 YW
Review Questi
BStandard Toolba

he Standard

Review Questi
BFarmatting Toolt
The For mattir
Fieview Questi
BIFind Replace ant
Finding Text
Replacing Tex:
Searching Iter
Go To
Review CQuesti
BlBasic Document
Lising the Mew
Creating E-ma ~

ol | !

Page 21 Sec 3

=
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* =+ The Drawing-button-opens-the-Dra
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+~

Diaw= [:  AuoShapes= . w [ O [2
Page 1 Sec | 11 At
T
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Document pane. -+
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T
e - The Document-Map pane shows :
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.- The-DlJt:ument-l'll'lap-huttun-an;]pear:a

LI}
bEE ] _»|
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You can navigate through your document by clicking the headings.
The Document Map button appears next to the Drawing button.

Using the Show and Hide Raragraph Marks button

You can use the Show and Hide /Paragraph Marks button to show orhide
the“paragraph.markers in your document:

S -0y

Paragraph marks indicate where a paragraph ends.

Map button.

The Show and Hide Paragraph Marks button appears next to the Document
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Using the Zoom button

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

L K

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

Using the Help button
¢ Use the Help button to open the Microsoft Word XP Help file:

1z . @,

e The Help file contains information on how to use Microsoft Word:

_ Microzoft Word Help
nn}

Contents Answer Wizard l]ndeg I

Turn on or off

What would you ke to dc? B

editing
Type wour question here and then click Search, 1. Onthe Tools
mer, click
e
o o
Select topic to display: 2. Select or clear

the Drag-and-
drop text
editing check
b,

Search on Web |

How would you:

¢ Open a new document?

¢ Open an existing document?

e Save your document?

¢ Send your document as an email?
e Search other documents?
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e Print your document?
¢ View the layout of your document?
e Check spelling and grammar in your document?

e Copy a section of your document and paste it somewhere else in your
document?

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

e Undo your last action?
¢ Inserta drawing into your document?

SAMPLE
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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, center, 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 color 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:

@ Bulleted, Symbr = Aiial =

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

o' TheyStyles and\Formatting buttonfis the'firstbutton ofthe Formatting
Toolbar.

Using the Style'button

s You'canuse the Styles button to access a drop-down list efspredefined
styles:

© 24 | Bulleted, S_I,Iml:u Auial =

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:

2 Bulleted, Symbr = | Arial | "\l
I

4 i % - B F O
% Lucida Saffs

% Abadi MT Condensed Extra Bold
T Abadi MT Condensed

% Abadi MT Condensed Extra Bold
T Abadi MT Condensed Light

T ALGERIAN

T Alnanac MT Olﬂ [}p}‘ﬁi‘j ﬁi%::}dﬂ
T crrerican cncial

i Andy

H Arial

T Arial Black

B Arial Marrow =

Ll

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

Using the Font Size button

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

e The Font Size button appears next to the, Font button.

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

¢ To make text appear bold, select the text and click the Bold button.
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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@ﬂ

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

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

BI@

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:

=

e The Align Left button aligns all text from the line in which the cursor is
placed.

e Align Left is the default setting.
e The Align Left button appears next to the Underline button.

Usingthe Center button
e You can use'the Center button to/center your text fromright to left.
¢ _TheyCenter buttan centers all text from thelinejin'which the cursor s placed:

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

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

e The Align Right button aligns all text from the line in which the cursor is
placed.

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

Using the Justify button

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

F= =[]

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

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

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

kel
|

Using the Numbering button

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

= SENN

e To apply humbers to paragraphs, select the paragraphs and click the
Numbering button.
e The Numbering button appears next to the Line Spacing button.

Using the Bullets button
e You can use the Bullets button to add a bullet symbol at the beginning of a
paragraph:
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e To apply bullets to paragraphs, select the paragraphs and click the Bullets
button.

e The Bullets button appears next to the Numbering button.

Using the Decrease Indent button

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

SHEE

i
Iz
I

e 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 to the Bullets button.

Using the Increase Indent button

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

e 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.

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

Using,the Bordggs button

e You'can use/the Borderns button to add borders to selected text.

o Click the arfow heside the Border button to choose the type of border you
wantyito apply:

e The Borders button appears next to the Decrease Indent button.

To apply aborder:

e Select the text you want to surround.
e Choose the arrow beside the Border button and select the border you want
to apply.
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Using the Highlight button
e You can use the Highlight button to highlight text and draw attention to it:

va,

To highlight text, select the text and then click the Highlight button.

To change the color of the highlight, choose the arrow beside the Highlight
button and select the color you want:

& oA .

—F — i

MHone

OeEmm
EEEEN
EEECON

The Highlight button appears next to the Borders button.

Using the Font Color button

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

@-<-all.

e

Select the text to which you want to apply the color and click the Font Color

button:
0 oMppI choose the leE

a@
| | | Autamatic |
Font Color button and select the color you want.
The Font Color button appears next to the Highlight button.

Review Questions

How would you:
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e Access the Styles list?

¢ Change the font?

o 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?

e Change the color selected text?

SAMPLE

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




Page 46 — Microsoft Word XP - Foundation Level Manual

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

Apply levels of formatting

Use the Reveal Formatting Task Pane
Change the font characteristics
Animate text

Set default font formats

Align paragraphs

Create paragraph indentations

Set tab stops

Remove tabs

Change the default tab stops

Formatting

Using basic formatting

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.

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

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

ﬂﬁ Test Direction...
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Theme...

Frames 3
AutoFormat...
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Reveal Formatting...
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Using levels of formatting

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

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

e When applying levels of formatting, apply you're formatting from the
biggest level to the smallest level: Apply formatting to sections, then
paragraph, then wordsgthen letters.

Usinguthe Reveal Rormatting Task Pane

¢ The RevealFormatting Task Pane shows you the formatting applied to the
seleCted text.

o 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 Reveal Formatting Task Pane:

e Select the text for which you want to see the formatting.
e From the main menu, choose Format > Reveal Formatting:
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@ & Reveal Formatting * X

Selected text

fghthfz

[ Compare to another selection

Formatting of selected text

ElFont ﬂ
Fonk:

(Default) Times Mew Roman

12 pt
Language:

English (.53

ElParagraph

alignment:
Left

Indenkakion:
Left; 0"
Right: 0"

Options

[] Diskinguish style source

[w] Show all Farmatting marks

To change an element:
¢ Click the blue hypertext and specify the new setting.

Font Formatting

Using Font Formatting

¢ Use Font Formatting to apply a customized 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 textyehanges the,colorand.the spacing betweenletters.
You can even animate text.

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

Selecting fonts and sizes

e In the Fontdialog box you can select the type of font and the size of font
you want for your text selection.

e 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.
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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 I Character Spacing I Text Effects |

Eonk; Font skyle: Size:
IReguIar 10

H

arial Unicode M5 -l = iz hd|

e The Preview box shows you your selected text with the new format before
you apply it.
e Click OK.

Selecting font styles, underlining, color, and text effects

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

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

To apply font styles and colors 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

If you want/to change the font calor, select the color from the Font Color
list.

If you want tounderline the text, select the style of underline from the
Underline style list.
IT'you want to apply any text effects, select them from the Effects options:
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Font colar: Inderline skyle: |inderline color:
I Aukomatic ;l Il{nu:une]l _:! | Automatic j
Effects
[ Skrikethrough [ shadow [ Small caps
[" Double skrikethrough [ outine [ allcaps
[ Superscript [~ Emboss [ Hidden
[ Subscript [ Engrave
e Click OK.

Creating character spacing

o If you want to increase or decrease the space a character takes up and
spacing 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):

Font [ 71%]
Font  Character Spacing | Text Effects |
Scale: oo |
Spacing:  |Mormal oo |
Position: |Normal -l oBw | =

[ Kerning For Fonts: I 3‘ Points and above

Preview

Tojereate character spacing:

e 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.

o 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.
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e If youwant to change the position the 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.
e 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:

Font

Fonk |Cha[acter Spacing

Animations:

(nane)

Elinking Background
Las Veqgas Lights
Marching Black ants
Marching Red Ants
Shimmer

Sparkle Text

Z1x]

Prewvigm

Arial

Default. .. | Ok I Cancel

To anim ate text:

¢ From the main menu, choose Format > Font.
e In the Font dialog box, select Text Effects tab.
e Select the type of animation you want to apply.

¢ Click, OK.

Settragifont formatsias default

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

the'default.

To set the font format as default:

¢ From the main menu, choose Format > Font.

Click OK.

In the Font dialog box, customize your font.
Click Default then press Yes on the message box that appears.
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Note: When you change the default settings, you change the font settings for
new documents, not existing ones.

Paragraph Formatting

Using paragraph alignment

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

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

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

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

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:

Put your cursor in the paragraph you want to format.
From the main menu, choose Format > Paragraph.
From the Alignment list, select the type of alignment you want:

General

Alignment; m

Click OK.

Creating Indented Text

If'yeu do not want all paragraphs toralign withvasmarginjiyou can usesthe
Indentation options to indent the/text.

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

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

To indent text:

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

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: o Special: =

Right: [o" = |Hanging =] fo.25" 4

¢ 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

¢ 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

Eefore: IIZI pt 3‘ Line spacing: Ak
After: ID pt Ei ’5""'5"‘3 Ll I =

I Don't add space 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 text:
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Tabs EHE
Tab stop pasition: Defaulk tab stops:
| o 3
= Tab stops to be cleared:
=
Aligniment
v Left " Center " Right
& Decimal " Bar
Leader
+ 1 Mone e 53—
-
Sek I lEar | Clear all |
(04 I Cancel |
To set tabs:

¢ From the main menu, choose Format > Tabs.

e In the Tab stop position box, type the distance that you want the tab to
move the cursor. Tabs are set in inches.

e 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
centers 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.

e If youwant to add a leader, select the leader style.

e Click OK.

Removing tabs
e You can easily remove tabs if you no longer need them.

To remove tabs:
e, From main menu, choose Format >{Tabs:

For To jmdo

A _Fart..

g Paragraph...

:—  Bullets and Mumbering. ..

Borders and Shading. ..

Columns. ..

Tabs... [
)
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In the Tab stop position box, select the tab you want to remove:

Tab stop position:

N

Click Clear.
Click OK.

Changing the default tab stops

Word sets default tab stops every 0.5 inches. However, if this setting is not
convenient, you can change it.

To set the default tab stops:

From the main menu, choose Format > Tabs:

Formak | Tools  Table  Window

A Fort...
=7 Paragraph...

:— Bullets and pumbering. ..

Borders and Shading. ..

== Columns...

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

.béfar.ﬁt tajﬂ.ﬁtups:

How would you:

Apply levels of formatting?

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

Change the color of the font?

Underline the font style?
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¢ Animate text?

e Set default font formats?

e Align a paragraph?

¢ Indent a paragraph?

e Set tab stops?

¢ Remove tabs?

o Change the default tab stops?

SAMPLE
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When you have completed this learning module you will have seen how to:
o Create sections in your document

e Change the margins in your document

e Set the page orientation

o Create a gutter

e Customize your document for working with and printing multiple pages
e Change the default page settings

o Specify the paper size

e Specify the tray on the printer from which to print

e Create a layout for your page

o Create headers and footers

e Apply bullets to paragraphs

o Apply numbering to paragraphs

e Create a border on a page or around a selection of text

o Apply shading to selected text

Page Setup Features

Working with Sections

¢ By default, when you format a page, including setting the margins, the paper
size, and the orientation of the page, the settings apply to the entire
document.

¢ If you want to format separate parts of your document differently, you can
divide the document into sections.

e After you create your sections, you can use the Page Setup options to
format each section differently.

To_create asection:
e From\the main'menu, choose Insert > Break:

" Text wrapping break

Section break bypes
£ MNext page
i Continuous
i~ Even page
" 0dd page

O I Zancel
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e From the Section break types list, select the type of section break you
want. You can select from Next page (starts the new section at the top of
the next page), Continuous (starts the new section at the cursor position),
Even page (starts the new section on the next even page), and Odd page
(starts the new section on the next odd page).

Note: You can copy and paste section breaks if you want to apply the same
page formatting to another section. When pasting a section break, paste the
section break at the end of the text that you want to make a section. The
formatting of the section applies to the text above the break.

Changing margins

e You can use the Page Setup dialog box to set the margins of your
document.

e Margins specify the amount of white space you want between the actual
edge of the paper and the point where the text begins:

Page Setup [ 7]

tMargins | Paper | Layauk |

Margins
Top: I 5‘ Bokkom: |1" 5‘
Left: |1.25" 3‘ Right: |1.25" 3‘
Gukker: ID" 3‘ Gukker position: ILEFI: "I
Orientation
|
Portr ait Landscape
Pages
Mulkiple pages: INnrmaI j

Prewview
Apply to:
Selected sections j

To set the margins:

¢ From the main menu, choose File = Page Setup.

¢ In the Margins section, choose a size for the Top, Bottom, Left and Right
margins from their respective lists.

e Click OK.

Note: The margins are measured in inches.
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Setting Orientation

e By default, Word prints pages in Portrait mode (longer than it is wide). If
you need a wider page, you can use Landscape mode.

e Landscape mode uses the longest side of the paper type as the width of that
page and the shortest side of the paper type as the length.

e For example, for an 8-1/2" by 11" page, Landscape mode would use the 11"
edge as the width. In Portrait mode, the 8-1/2" edge would be the width:

Crigntation
Porkrait Landscape

To set the orientation:
e From the main menu, choose File > Page Setup.

¢ In the Orientation section, choose Portrait or Landscape.
e Click OK.

Creating Gutters

o If you are binding your document down one edge, either by coils, staples
or standard print binding, you will want to leave extra space on the left
side of each page for the binding. You can set this space using the Gutter
option.

e You can also choose to add the Gutter to the top of the page if you are
intending to bind the document at the top:

Margins

Top: 1" - Biotkom: |1" 3‘
Left: |1.25" 3‘ Right: |1.25" 3‘
isukker: IEI" 5‘ i3utker position: |LEFI: *I

To create\a gutter:

e From the main menu, choose File/> Page Setup.

o Inthe Margins section, specify a size of the gutter and the gutter position.
e Click OK.

Working with multiple pages

e If you are working with multiple pages that need a customized look, you will
want to use the Multiple Pages option. Using the Multiple Pages option
you can choose:

e Mirror margins - Lets you set up double-sided printing so that, when bound,
the pages that face each other have the same look.
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2 pages per sheet - Lets you print two landscape pages that fill only half a
sheet each on one full size page. When this option is selected, Word shrinks
each page by 50%.

Book fold - Takes into account how, in trade printing, two pages are printed
on one piece of paper and then folded. The pages are then stacked on top of
each other and bound at the fold. In this case, the pages do not run
consecutively.

Example: in a 6-page book, page 1 and page 6 would be printed on the
same sheet of paper.

To set the multiple pages options:

From the main menu, choose File = Page Setup.
From Multiple pages list, the option you want:

Pages
Multiple pages: Mormal
Mirru:ur margins
; 2 pages per sheet
Preview pages p
Book Fold
Apply ko
Click OK.

Changing the Default page

Word opens each new document with its default page setting.
If you want to change these settings you can do so using the Defaults
option.

To change the Default settings:

From the main menu, choose File = Page Setup.
Specify your new settings.

Click Default:
Default, ., ancel
Clickl OK

Note: When you change the Default settings, you change the page settings
for new documents, not existing ones.
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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
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http:/Mmwww .cctglobal.com
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