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ABOUT THIS COURSE

COURSE PREREQUISITES

This manual assumes that the user understands the basics of using a
Windows-based computer. Students should be comfortable using the
keyboard, mouse, and Start menu. Understanding and experience with
printing and using a web browser is an asset, but not required. No
previous experience with other versions of Microsoft Word is necessary.

COURSE OVERVIEW

Microsoft Word is the Office suite’s word processing productivity
software. This version of Word incorporates many new features and
connectivity options in order to make collaboration and production as
easy as possible. We will cover different features of the interface, show
users how to create a basic document, and introduce users to Word’s
most important tools.

COURSE OBIJECTIVES

By the end of this course, students should be comfortable with creating a
new document, making it look professional and presentable, and saving
their document. Students will also become familiar with using and
customizing the Microsoft Word interface.

How To UsE THIS BOOK

This course is broken up into nine lessons. Each lesson focuses on several
key topics, each of which are broken down into easy-to-follow concepts.
At the end of each topic, you will be given an activity to complete. At the
end of each lesson, we will summarize what has been covered and
provide a few review questions for you to answer. Supplemental learning
for selected topics is provided in the form of Lesson Labs at the end of
this book.

Before you begin, download the course’s Exercise Files to a convenient
location (such as the desktop). They will be referenced throughout this
course and are a key part of your learning experience.
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LESSON 1: GETTING STARTED
WITH WORD

Lesson Objectives

In this lesson you will learn how to:
= |dentify the components of the Microsoft Word interface
= Create a Word document

= Get help in Microsoft Word
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TOPIC A: Identify the
Components of the Word
Interface

Microsoft Word is a powerful, easy-to-use word processor. It can be used to create reports,
letters, memos, and all sorts of different documents. If you have used earlier versions of
Microsoft Word, or programs like Corel WordPerfect or Lotus Notes, then you may already
be familiar with some features of word processors.

Topic Objectives
In this topic, you will learn:
=  What Microsoft Office Word 2016 is
=  What Word documents look like
= About the parts of the Microsoft Word application window, including the ribbon
interface, Backstage view, task panes, and galleries
= Different ways to view documents and arrange Word windows
= How to use the zoom tools

MICROSOFT OFFICE WORD 2016

Microsoft Office Word 2016 is the 16™ version of Microsoft’s powerful word processing
program. Using Word, you can create professional documents of nearly any type. You can
also add tables, charts, shapes, photos, and much more. Best of all, Word’s interface is
intuitive and customizable, so the things you need will be easily accessible.
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Once you launch Microsoft Word 2016, you will see the Start screen:

T a x
Sign in to get the most out of Office
. s - Lestn mare
= Aa
-2 &
C -
(@ Open Other Documents
Take a 4
tour
Blank document Welcome lo Word Single spaced (blark]
Title 3] Title Title Title
Heading 1 s
EENEEE AEEEEN
Blog o Facer Report design (bark)
101 U AT OUR
ANMUAL EVENT
g = | WANT TO VOLUNTEER
Resume Business iy et Vohuntee ign-up sheet
RAYe e
=
— 2 L

Double-click the type of document that you would like to create. If you choose a blank
document, the Word window will open right away and you’ll be ready to go:

LA | sabccne | aseboebe AaBOLC

TNormal | 7 No Spac...  Headin

Pageof1 Owords W W & - 1 + oo

If you choose another type of document, you may be prompted to set related options. Once
you click Create, you will see the document window.

WORD DOCUMENTS

The files that you will create with Microsoft Word are called documents. Each document is
composed of one or more pages. Since these documents are electronic files, they can be
easily saved, modified, shared, and printed.
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Microsoft Word contains hundreds of different features so that you can include whatever
information you need in your document:

EVENT]

[Event Date] [Event Time]
[Event Address, City, ST ZIP Code]

Pagetofl  1Rweds (2 ¥ W % - ] + 1000

THE WORD APPLICATION WINDOW

When you open Microsoft Word, you will see something like the following image. This is the
user interface:

Let’s go over the basics of what you will see and how to interact with the interface. This is
just an introduction to each element; you will get more experience with each item as we
progress through this course.
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1: Title Bar

The name of the program and the currently open file are displayed here. You may also see
more information about the file (for example, if it's open in read-only mode or has been
opened from the Internet).

2: Quick Access Toolbar

As the name implies, the Quick Access toolbar gives you quick access to frequently used
commands. This toolbar is completely customizable and can be positioned above or below
the ribbon commands.

3: Tabs
Groups of like commands are organized under tab names. Click a tab to view the commands
in the ribbon.

4: Ribbon Interface

Displays tab commands organized into groups. If you click the different tabs, you will see the
commands change. Notice that some of the commands might be grayed out. This is because
those commands are only usable in certain situations.

Word 2016 also features contextual tabs. These are special tabs that only appear when you
are working with a specific object or group of information. For example, if you were to insert
and select a picture, you would see a contextual tab offering commands for that object:

EVENT]

~ Create a Great Flyer

[Event Date] [Event Time]
[Event Address, City, ST ZIP Code]

Once you switch back to working with something else, this tab would disappear.

5: Tell Me
Search for natural language help in Microsoft Word.
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6: Program Management

Using the top set of icons in the top right-hand corner of the screen, you can change how
the ribbon is displayed, minimize the window, maximize/restore the window, or close the
current document. Below this, you will see commands to sign into your Microsoft account
and share the current document.

7: Working Area

The data contained in the currently open file will be shown here.

8: Scroll Bars

If the Word document spans more than one screen, you can use this scroll bar to move
through its pages. You may also see a horizontal scroll bar depending on your view.

9: Status Bar

This bar is used to display information about the document. In the sample image, you will
see a page and word count on the left-hand side. (You may also see spell checking and
macro commands here depending on your current task.) On the right-hand side you will see
commands to change views and zoom into or out of the document.

THE RIBBON

Microsoft Word’s commands (2) are accessed via ribbon tabs (1), and split into groups (3).
Each group is identified with a name, and the active tab is outlined with a border to
differentiate it from the others:

H - - 1
File Insert Design Layout References Mailings
— - - -— 1 — 11— —_— ——
df Cut Calibri (Headir - |52 ~| A A Aa~ A := ~:i= - %i-. €= 3=
o ER Copy
aste = G L LEE=E= =
. ®FormatPainter | B T U 7€ X, X[/ A BI=E=E | E ]
Clipboard P 3 Font P Paragraph

Here is an overview of each of the tabs.
= File: Access Backstage view, where you can work with your document as a whole.
= Home: Perform basic formatting and editing tasks.
*= |nsert: Add other elements to your document, such as charts, pictures, videos, cover
pages, headers, and footers.
= Design: Change the appearance of your document.
= Layout: Change the setup of your document and its elements.
» References: Manage document resources, such as the table of contents and index.
» Mailings: Create a mail merge document.
= Review: Perform research and review the document.
* View: View the document and/or open Word windows in different ways.

Remember that Word 2016 also features contextual tabs. These are special tabs that only
appear when you are working with a specific object or group of information.
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Hide the Ribbon
You can quickly and easily change the ribbon display by clicking the arrow icon () in the
top right-hand corner of the Microsoft Word screen:

Each option provides a description of what it will do, and will remain in effect until you

choose a different option.

Dialog Box Launchers

Some groups feature an option button () beside the group name. Click this button to

open a dialog box or task pane with more specific controls relating to this group and other

commands in the tab:

Home Insert Design Layout

ol Ci - -
cut Calibri (Body) = |11 ~| A" A
Copy

- ~ Format Painter

Clipboard [F] Font

References
s— i i ===
Aa~ R Z.i=.Ns. == A9

Paste i B I U-abex,x A-¥-A-S=== (= D~

AaBbCeDe| AaBbCcDe AaBbCq
TMNormal | TNo Spac...

Font Adyanced

Font: Fant style: Size:
+Body Regular 1
Ao P
+Headings Italic 9
Agency FB Bold 10
Algerian Bold Italic
Arial v 12 hd
Font color: Underline style: Underline color:
Automatic  |~| | (none) v Automatic
Effects
D Strikethrough D Small caps
[1 pouble strikethrough [T &N caps
[1 superseript [1 Hidden
D Subscript
Preview

+Body

This is the body theme font. The current document theme defines which font will be used.

Text Effects...

Set As Default

9 of 413



Microsoft Office Word 2016 — Part 1

ScreenTips

You can hover your mouse pointer over a command to see the command name. Many
commands also include a short description and sometimes a keyboard shortcut. This pop-up
is called a ScreenTip:

-

Insert Design Layout

& —
B U Calibri (Body) = |11 ~| f
Copy
Paste B I U -abex, X

- ~ Format PaiE}ter
M

Clipboard Font

Format Painter (Ctrl+Shift+C, Cirl+Shift+V)

Like the look of a particular selection? You
can apply that look to other content in the
document,

To get started:

1. Select content with the formatting you like
2. Click Format Painter

3. Select sormething else to automatically
apply the formatting

FYl: To apply the formatting in multiple
places, double-click Forrat Painter.

ﬂl Tell me more
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THE BACKSTAGE VIEW

The File tab opens a special screen called Backstage view:

Protect Document Properties -

Contral what types of changes peaple can make to this document,

nspect Document
Before pub

Acme Widgets

Here is a quick overview of each item on the far left-hand side:

Info

New

Open

Save

Save As

Print

Share

Export

Shows information about the actual document as an entity (called
metadata). Click the commands to show lists of sub-commands, or modify
file properties without having to close the document first.

Create a new document from a template.

Open a document from your OneDrive account, your computer, or any other
location that you have access to.

Update the current file with any changes made since it was last saved. If the
file has not been saved, clicking this command will switch you to the Save As
category.

Save the document to your OneDrive account, your computer, or any other
location that you have access to.

Preview and browse your document as it would look if it were printed (called
print preview); select which pages to print; and change page formatting such
as paper size, margins, etc.

Share this document to the cloud, send this document to others via e-mail,
present it online, or post it to a blog.

Save the document as a PDF or XPS file, or choose a different file type.
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Close Close the current document.
Account  Modify your Microsoft account.
Options  Opens the Word Options dialog box.

Feedback Opensthe Windows Feedback tool.

To close Backstage view, click the back arrow at the top of the menu:
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TASK PANES

Some of Microsoft Word’s commands are also displayed using task panes. For example, if
you click the option button in the Styles group on the Home tab, you will see the
appropriate task pane:

This task pane works much like a dialog box in that it contains additional commands for the
option that you clicked on. You can also click and drag the task pane’s title bar to move it
around the window:

As well, you can use the commands circled in the image above to modify the task pane
(using the drop-down arrow) or close it entirely (using the X).

GALLERIES

Many of Microsoft Word’s design options are presented via galleries. For example, on the
Home tab you can see a gallery of styles. You can click one of these styles to apply it to
selected text:
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AaBbCcDk | AaBbCeDe A2BDC

TNormal | 7 No Spac...  Headin

Document Ti]

Use the arrows on the right-hand side to scroll through the gallery and see more options.
Or, click the More arrow (™) to see the full gallery:

AaBbCeDc AaBbceDe AaBbCe AasbCel AQB| aaebeer
TMormal = TMo5pac.. Headingl Heading 2 Title Subtitle

Styles r

DOCUMENT VIEWS

The Views group of the View tab gives you different ways to view your document:

H - 0 = Document] - Word
File Home Insert Design Layout References Mailings Review Q Tell me what you want to do...

A [=] Outline Ruler 5[] OnePage [ View Side by Side o]
EENE Q [3 Ooere 2 ==
[= Draft Gridlines m HE Multiple Pages Synchronous Scrolling
Read | Print  Web Zoom 100% New Arrange Split ) - Switch Macros

Mode |Layaut Layout Navigation Pane “El Page Width Window  All Reset Window Position | indows ~ =

Wiews Show Zoom Window Macros

All you have to do is click the view you want. Each view is pretty self-explanatory: you can
see your document in Read Mode (which shows it full screen), as it will appear on paper
(Print Layout), as it will appear on the web, in an outline format, or in a draft format (which
will show fewer features).

The first three view commands are also available on the status bar:

[ TE & - i + 100%
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Protected View
When you open documents from potentially dangerous locations, such as the Internet,
Microsoft Word will open that file in a special mode called Protected View:

Q) PROTECTED VIEW Be careful—files from the Internet can nless you need to edit,it's safer to stay in Protected View. Enable Editing x

Get started with OneDrive

&

What is OneDrive?

OneDrive is online file storage you can get to from anywhere. And it's free. You get 15 GB of free storage with your Microsoft
account, so you can store all types of files in one place and get to them from any device.

You can easily share your OneDrive files, including photos and videos, with friends and family. And CneDrive works with
Windows and Office, so it's simple to work with OneDrive files on your computer and collaborate with cther pecple on
documents

Add files from your computer

To add files to OneDrive, just drag them into your computer's OneDrive folder using File Explorer or Finder. The files will
automatically sync across all of your devices that have OneDrive installed. Sc you can drag a photo from your laptop to your
OneDrive—and later open it in OneDrive on your phone.

Saeen 10f 6 =] B -—F——+ 4%

This prevents malicious content from running and protects your computer. If you trust the
file, click Enable Editing on the Message Bar to begin working with it. Otherwise, click File -
Close to close the file.

15 of 413



Microsoft Office Word 2016 — Part 1

Welcome Back Bookmark
When you re-open a document, Microsoft Word will automatically offer to take you to the
last location of the cursor:

9| AaBbC( |Astcede] FELIE AABBCC AABBCC o AsBSCC 1 AaBbCe
¥ Contact.. | 1Nomnal | Heading 1 He lesding 3 TListBullet 1 List Nu

sding

Simply click the bookmark to go to that location.

WINDOW VIEWS

To change how you view multiple documents, you can use the Window group on the View
tab:

H [} s Document! - Ward

File Home  Insert  Design  Layout  References  Mailings  Review [EVEVEM Q Tell mewhst y

want to do...
.l D A [=] outline Ruler q [E) El one Page r’E E D [ View Side by Side ED'_] D
= Draft Gridlines I [ Multiple Pages Syn S g
Read | Print  Web Zoom 100% MNew Arrange Split Switch Macros
Mede Layeut Layout Navigation Pane < Page Width Window Al Reset Window Position | windows ~ -

Views Show Zoom Window Macros

Here is an overview of these options.

New Window Create a new window showing the current document. Each window
can be managed separately. Any changes made to the document will
be reflected in all windows.

Arrange All Arrange all open windows in a way so that they can all be viewed at
once.

Split View two places in the document at the same time.

View Side by Compare two documents side-by-side.

Side
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Synchronous When comparing two documents side-by-side, this command toggles

Scrolling simultaneous scrolling in both documents on or off.

Reset Window When comparing two documents side-by-side, this command resets

Position the original window position.

Zo0oM OPTIONS

The Zoom group on the View tab lets you zoom in and zoom out of the page:

=]

File

| = |:| 7| =] Outline Ruler
= Draft Gridlines
Read  Print Web
Mode Layout Layout Navigation Pane
Views Show

[¢] = Document] - Word

Home Insert Design

'-; Tell me what you want to do...

DEI E [T View Side by Side

New Arrange Split itch  Macros
Window Al Windows

Window Macros

Layout References Mailings Review

Q [E) [ One Page

M [ Multiple Pages
Zoom 100%

«C Page Width

Zoom

The first button will open a Zoom dialog which will let you choose specific zoom settings.
The next button will automatically set your zoom level to 100%. The other three buttons will
set the zoom level automatically to show one page, two pages, or the page width. All you
have to do is click to zoom! You can zoom incrementally by clicking and dragging the zoom

slider in the status bar, or by clicking the + and — buttons:

- | + 1008

AcTiviTy 1-1
Identifying the Elements of the Word Interface

In this activity, you will open Microsoft Word 2016 and examine some of its commands.

1. Type “Word 2016” into the search box on the Windows 10 taskbar:

(If you are using Windows 8, start typing at the Start screen to search.)
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2.

3.

B st Match

| Word 2016
a osskopapp 1%

o b

£ word 2016
O word 2016 preview

O word 2016 download

£ word 2016 calendar template

O word 2016 for mac

£ word 2016 trial

O word 2016 monthly calendar

O word 2016 new features

28 My stff

Word 2016

Click the entry for Word 2016 to start the program:

Suggested searches:  Business

=
[

Title

!|||r|

Sign in to get the most out of Office

Title

| WANT TO VOLUNTEER

Microsoft Word will start and prompt you to create a document using the Start
screen. Click the thumbnail labelled “Welcome to Word:”
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Microsoft Word will now open this document and show its full commands. Take a
moment to hover your mouse over some commands on the Home tab. You may
see a small box appear and describe the command — this is called a ScreenTip:

4,

B9 nopbccr |naBocer | Assbcer Asgbeet AJD AaBLC assbce
. anci. | 1omst | 10 NoSpacng Heading q T

Welcome to Word

5 tips for a simpler way to work

w5 - 0

Pigeiofs STwus (B

Click and drag over the number “5” on the title page to select it:

5.
Welcome to Word
[ ] [ ]
O tips for a simpler way to work
[ ] [ ]
6. Type “10” to replace the existing text with this number:

.\/\/elcome to Word

.10 tips for a simpler way to work

L L]

7. Click the Design tab:

Insert Design Layout References Mailings
g 3 Cut . - _
. Segoe UlSemi = |26 ~| A" A" | Aa~ | B0 | i=.i= .z, &=
Pacia LB COPY
aste I U ~abe x, X° LA A EE=s=s =
= ~ Format Painter = 2 A A B = = = | = Q
Clipboard P Font P Paragraph
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8. Click the Themes command:

H - 0©

File Home Insert i Layout References Mailings

TITLE Tithe Tit'E TITLE Title Title

1 Hiam

9. Mouse over the different themes to see how they will change the document. Click
the Frame theme when you are ready:

Welcome te Word

.10 tips for a simpler way to work

Pigeiofs STwus (B m W % - ] +

10.

Home Insert layout  References  Mailings

e Title

Document Formatting

11. Click each of the views in the Views group, starting with Read Mode and ending
with Draft. (Print Layout should already be applied.) How does each option change
your document?

=] o - s Document] - Word

File Home Insert Design Layout References Mailings Review ell me what you want to do

E] D [=l outline | Ruler Q [E) [E] One Page FE E ‘v’i&WS\tIEh)-‘S\tle

[=l Draft [ Gridlines Bl [ Multiple Pages [E] Synchronous Scrolling

Read | Print Web Zoom 100% MNew Arrange Split
Mode Layout Layout || Navigation Pane B Page Width Window  All [13 Reset Window Position
Views Show Zoom Window

Return to Print Layout when you are finished.
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12. Click the X in the top right-hand corner of the program window to close Microsoft
Word 2016:

=]

e Home imen
L.J E L§Elﬂmim Fauler
ot TR e Tloun Geidines
Mode (IR ayout Navigation Pane:
Views show

Welcome to Word

10 tips for a simpler way to work

P 1ot Simas WO B - s

13. When you are prompted to save your document, click Don’t Save to complete the

exercise:

Microsoft Word x

Want to save your changes to Documenti?

If you click "Dron’t Save’, a recent copy of this file will be temporarily available,
Learn mare

Save I | Don't 5-a1.rehl}| Cancel
|
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TOPIC B: Create a Word
Document

In the last topic, you became familiar with the Microsoft Word interface. You even had a
chance to create a simple document in the activity. In this topic, we will look at the basic
steps of creating, typing, saving, and printing a Microsoft Word document.

Topic Objectives

In this topic, you will learn:
= About Word’s default typing options
= How to show and hide formatting marks
» About the Save and Save As commands
= How to share a document
= How to preview and print a document

CREATING A BLANK DOCUMENT

To create a new document, click File - New:
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Then, double-click “Blank document:”

Document! - Word ? = =] x
¥
Search for online templates be)
Suggestedsearches: Business Personal Industry Print DesignSels Education  Event
5 Aa Title @ Title
Heading
tour EEEEEE
Blank document Blank document Elcome to Word Single spaced (blank) Blog post lon design (blank)
3 - JOIN US AT OUR e
Title Title ANNUAL EVENT P
Heading 1 Herome . — e/
E % f e
e 4
EEEEE EEEER -
Facet design (blank) i) [ [ T S
| WANT TO VOLUNTEER k)
4 N
2 [
NURSERY %
SALE
. e
Event planner Volunteer sign-up sheet Event postcards Event menu Event flyer

(You can also use the Ctrl + N shortcut.) A new document will open, ready for you to work
with.

DEFAULT TYPING OPTIONS

Microsoft Word has a number of default behaviors that are intended to make creating
documents easier, including the following options.

Insert Key
By default, pressing the Insert key on your keyboard will not toggle overtype mode on or off
as it did in previous versions.

Word Wrap
When you reach the end of a line, Word will automatically move to the next line without
creating a paragraph or line break.

AutoCorrect
Word will automatically correct certain text as you type, including common typos,
mathematical symbols, and capitalization.

The AutoCorrect Options Button

When a word is automatically corrected, you will see an option button. Click this button to
see options for managing the AutoCorrect feature:
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Réading is easier, too, in the new Reading view. You can collapse parts of the document and focus on
E gxt you want. If you need to stop reading before you reach the end, Word remembers where you
" Undo Automatic Capitalization

Stop Auto-capitalizing First Letter of Sentences

“7  Control AutoCorrect Options...

Check Spelling and Grammar as You Type
Word will mark spelling errors (2) and grammatical errors (3), including contextual spelling
errors (1), as you type:

I wish that their were mor formatting options in_ Word.

You can right-click any identified error to see options for resolving it:

I wish that their were mor formatting options in Wﬂfg.
in Word

Ignore Once

Gramrnar...

Hyperlink...

e w

Mew Comment

The On-Screen Keyboard

If you are using a device (such as a tablet) that does not have a keyboard, you can display
the on-screen keyboard by tapping your finger or stylus once in the working area of the
document. You can use this keyboard just like a regular keyboard.

FORMATTING MARKS

When you type anything, even a space, a character appears on the screen. The symbols for
these characters, called formatting marks, are hidden by default. If you want to show these
characters, click the Show/Hide command in the Paragraph group of the Home tab:

Document] - Word

Insert  Design  Layout  References

T F~ 'y -~ B P
Calibrilight (F-[28 -] A" A" | Aa AaBbCcDe AsBbceDe AaBbC( AadhCel

Copy | el e
o o~ TNormal  ThaSpac.. Headingl Heading 2

Paste
¥ Format Painter

B I U-abex ¥ A-%-A-
Clipboard [ Font n Paragraph [0 Styles
Show/Hide 1 (Ctrl+")

feOfficen | Show paragraph marks and other
hiddlen formatting symbols.

This is especially useful for
advanced layout tasks.

¢+ InfoPathl

@ Tellme more
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This will make all of the formatting marks in your document appear:

New-Features-in-Word-20164]

Video-provides-a-powerful-way-to-help you prave-your-point. When-you-click-Online-Video,you-can-
p he-embed-code for the-videoyouwant to-add. You-can-also-type-a-keyword-to-search-online-for
he-vid ument. K entlook i produced, Word-
s that-complement-each-other.q

provides-heade ver-page, and-text-bar

-from the-different-galleries.-Th sty s0-help-keep-your-document-
coordinated -When-you-click-Design-and-choose-a-new-Theme, the-pictures, charts, and-SmartArt

graphics-change-to-matchyour-nevstheme 4

For-example, you-can-add-a-matching cover-page, header, -and sidebar. Click-Insert-and-then-choose-the-
I sty

in"Word-with

Whenryou-apply-styles,

g .
buttons-that-show- edthem. To-change the-way-a-picture fits-in-your-document, clickit-
and-a-button-for layout-options-appears next-to-it. When-you-work-on-a-table, click-where-you-want1o-

add-a-row-ara-column, and then-click the-plus-sign g

You-can-collapse-parts-of-the-document-and-focus-on
hthe-end, Word-remembers where you
owerfulway-to-helpyou-prove-your-point.q

m
+
¥

Pagelol 1 25words [

Notice how spaces are denoted as a dot between each word and the paragraph symbol that
appears at the end of each paragraph (wherever the Enter key was pressed). To hide these
characters, click the Show/Hide icon again.

Line Breaks
Line breaks are similar to a manual return on a typewriter. They allow you to create a new

line while retaining the formatting from the previous line. Because of this, they are often
used for titles:

New-Features-in-Word-2016-]
An-Overviewd|

Remove Blank Paragraphs
Viewing these hidden marks can make it easier to remove blank spaces and paragraphs in
your document. This improves its appearance as well as its accessibility.

SAVE OPTIONS

To save a file for the first time, you can click the Save icon (E) on the Quick Access toolbar,
press Ctrl + S, click File = Save, or click File - Save As. Any of these options will open the
Save As category of Backstage view:
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ey
=
p

-

Account

Options

Save As

& OneDrive

Other Web Locations
This PC

Add a Place

Browse

Document1 - Word

Documents

Desktop

On the left-hand side, choose the location that you want to save to (1). Then, click the
specific folder (2) to place the document in. Or, click Browse to manually choose a location

Once you choose a folder or click Browse, you will see the traditional Save As dialog box:

# Quick access
[ Desktop * f
‘ Downloads  #

E] Documents

&=/ Pictures *

J‘! Music

m Videos

El Microsoft Word

f@ OneDrive

v

[ Save As X
« « /¢ I » ThisPC » Desktop » v D Search Desktop o
Organize = MNew folder = - (7]

MOS3010_Weord_2016_1_ExerciseFil
es

File name: | Formatting Features|

Save as type: | Word Document

Authors:  John Smith
[]Save Thumbnail

= Hide Folders

Tags: Addatag

Cancel

At the top of the window (1), you can choose a location to save your file. (You can also use
the shortcuts on the left-hand side of the window to navigate through your computer.) At
the bottom of the window, enter a file name (2). Finally, choose a file type (3) if desired.

Click Save (4) to complete the process.
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Once you have saved a file in this way, you can use the commands mentioned above (Save
icon on the Quick Access toolbar, Ctrl + S keys, or File - Save) to update it. Because you are

updating an existing file, you won’t need to enter the file name, location, or type again.

If you want to save the file with a different name, location, or type, click File - Save As or

use the F12 shortcut. This will re-open the Save As dialog and let you change file

information.

Storage Locations

In the Save As category of Backstage view, you have quick access to your OneDrive account
(if you are signed in with a Microsoft account):

Save As

a

OneDrive - Personal
jsmith@acmewidgets.onmicrosoft.com

Document1 - Word

.

e

This PC

Add a Place

Browse

Last Week

OneDrive - Personal

To save the current document to your OneDrive account, click the OneDrive entry on the

left-hand side and choose the desired folder from the list on the right-hand side.

SHARING A DOCUMENT

Once your document is saved to a cloud location like OneDrive, you can quickly share it

using the Share command near the top right-hand corner of the ribbon interface:

SegoeUllight - (26 ~ A A Aa~ A
. BT U-sxx A-¥-A-

Clipboard & Font

Layout  References  Mailings

Revi

Paragiaph

Getting started with OneDri

LT agBocel| Assbcel A@BL AaBbCe sazoco AQE
TNormal | NoSpac.. Heading1 Heading2 Heading3

Styles

Once you click this command, you will see the Share task pane. Here, you will be prompted
to enter the user’s e-mail address, set permissions, and add a message. (You can also set

sharing options here and view who is editing the file.) Click Share when you are ready:
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\Get started with OneDrive

&

What is OneDrive?

OneDrive is online file storage you can get to from anywhere. And it's free. You get 15 GB of free storage
with your Microsoft account, so you can store all types of files in one place and get to them from any
device

You can easily share your OneDrive files, including photos and videos, with friends and family. And
OneDrive works with Windows and Office, so it's simple to work with OneDrive files on your computer and
callaborate with other people on documents

Add files from your computer

To add files to OneDrive, just drag them into your computer’s OneDrive folder using File Explorer or Finder
The files will automatically sync across all of your devices that have OneDrive installed. So you can drag a

PageTof4 3%9words [

. e
s Cut - A - = A P Find -
D) & con Segoe UiLight -[26 | A &7 Aa- = 2T aaooer assooer A@BL maBbee asencco AGE L T
Paste | . R N S S 7 [ <3
e romatpainter B T UTwx X A-¥ AL = ot TNormal | TNoSpac.. Headingl Heading2 Heading3  Title < oy
Clipboard & Font ] Paragraph ] Styles I Editing A
Share M3

Invite people
bson@ac

Canedit ~

I think you might find this document useful |

Automatically share changes: | Ask me ~

John Smith
Editing

Geta sharing fink

B 8§ B - i + 120%

Microsoft Word will then share your document.

You can also click the “Get a sharing link” command at the bottom of the Share task pane to
see commands to create editing and viewing links to this document:

Share
© Get a sharing link

Edit link

Create an edit link

Anyone with this link can edit the documents you

share.

View-only link

Create a view-only link

- X

Anyone with this link can see the docurments you share

but not edit them.

AutoSave

By default, Microsoft Word will save your document every 10 minutes. You can change this
option by clicking File = Options, choosing the Save category, and modifying the

appropriate setting:
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Waord Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E Customize how documents are saved.

Save documents
Save files in this format: ‘Word Document (*.doc) ~
| Save AutoRecover information every |10 2| minutes

Keep the last autosaved version if | close without saving
AutoRecover file location: ChUsers\Acme Widgets\AppData\Roaming\Microsoft\Word\
[] Don't show the Backstage when opening or saving files
Show additional places for saving, even if sign-in may be required.
[ Save to Computer by default

Default local file location: ChlUsers\Acme Widgets\Documents',
Default personal templates location:
Offline editing options for document management server files

Save checked-out files to: (0
(O The server drafts Jocation on this computer

® The Office Document Cache
Server drafts location: |C\Users\Acme Widgets\Documents\SharePoint Drafts!,

Preserve fidelity when sharing this document: i Document! v

[ Embed fonts in the file &

0K

Browse...

Browse...

Browse...

Cancel

PREVIEW AND PRINT OPTIONS

Microsoft Word 2016 features an all-in-one printing location. To preview or print your

document, click File = Print or press Ctrl + P:
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The Print category of the Backstage view will show you a preview of your document on the
right-hand side and a pane of printing options on the left-hand side:

Report - Word ? - =] x

Print

o Copies: |1
Print

Printer
HP Officejet 4500 G510g-m (...

B ey

Printer Properties
Settings

”T’—‘“ Print All Pages =

The whole thing

Pages:

Acme Widgets
[Course Title]
[Teacher’s Name]

You can navigate through the pages of the preview using the arrows (1) or control the zoom
level using the commands on the right-hand side of the screen (2).

In the left pane of the Print category, you will see the Print command (1), which will tell
your computer to actually print this document:
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Printer
7 HP Officejet 4500 G510g-m (... .

% Ready

Printer Properties
Settings

=D Print All Pages
The whaole thing

Pages: i
j Print One Sided
Account Only print on one side of th...
- —  (Collated
Options |_ -
EE 123 123 123
Feedback
D Paortrait Orientation -
I:I Letter 8.5x11in. .
85" x 11"

@ Custorm Margins -
D 1 Page Per Sheet -

Page Setup

Next to it is the Copies increment box (2), where you can choose the number of copies that
you would like to print. Below these options is the Printer drop-down command (3) that you
can use to choose what printer you would like to print to. Finally, the Settings section (4)
allows you to choose page ranges to print, the page orientation, paper size, margins, and

more.

To scale your printout to the paper size, click the last menu in the Print pane, click “Scale to

Paper Size,” and choose an option:
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Report - Word

F Copies: [1

=

Print
Printer o e

HP Officejet 4500 G510g-m (. _ /
SO ey
Printer Properties | /"

Settings K e /
’* Print All Pages Il o Sy & = {
B ricunoiting i ;
Pages: 1 AS 148:210mm &
T=| Print One Sided i
[=  only print on one side of th = y

Collated

BB 123 123 123
=N
B ponsitOrentation

] Letter8.5x1in

85" x 11" M xiin. y
] costom Margins A4 A
cgs 8:5¢14in. b

E 1Page Per Sheet . . : }/

[El| 1pssepersnee ‘H g/

[EH 2pages? _

[2E]
Acme Widgets
[Course Title]

AcTiviTy 1-2
Creating a Word Document

In this activity, you will create a basic Word document.

1. To begin, open Microsoft Word 2016 by searching for it from the taskbar and

clicking the appropriate entry:

Best Match

n:l Word 2016
vesktopapp ¥

e
£ word 2016

£ word 2016 preview

O word 2016 download

£ word 2016 calendar template
£ word 2016 for mac

£ word 2016 trial

£ word 2016 monthly c:

£ word 2016 new features

& My st

Word 2016

(If you are using Windows 8, simply start typing at the Start screen to search.)

[Teacher's Name]

1%
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2.

5.

Click “Blank document” at the Word 2016 Start screen:

g X

o Sign in to get the most out of Office

Learn more

Word

Recent

Aa Title 9]
S

(@ Open Other Documents

Take a
tour
Bk document [y Welcome to Word Blog o
Title Title Title
EEEEEE EENEEE

2 &
g ’ y ol e | WANT TO VOLUNTEER

Type the following paragraph exactly as shown in the new Word document that
opens:

microsoft Word 2016 has so many great featres to help me create professional-looking document. With
plenty of design choices, lots of grate stock images, and a built-in spell checker, their are endless
possibilities for my documents.

Notice how Word will wrap your text to the next line when necessary and
automatically capitalize the first word in the sentence.

You should also notice that Microsoft Word fixed the contextual error “their” for
you. Move your mouse over this word. You should see a blue line appear. Click this
line and then click the AutoCorrect Options button that appears:

Microsoft Word 2016 has so many great featres to help me create professional-looking document. With
plenty of design choices, lots of grate stock images, and a built-in spell checker, there are endless

=

possibilities for my documents.| %

You will see some options for handling this feature:

ﬂ'JvErE are endless

-

o Change back to "their are"
Stop Automatically Correcting “their are”

| m——

Control AutoCorrect Options...
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6. Click anywhere in the text to close this menu. Notice how the typo in the first line
(“featres”) has a red underline. Right-click it to see spelling suggestions:

Microsoft Word 2016 has so many great featngs to help me create professional-looking document. With
plenty of design choices, lots of grate stock im features ecker, there are endless
possibilities for my documents. fears
feature's
features’
feasters
Ignore All
Add to Dictionary
% Hyperlink...
LA MNew Comment

7. Click the correct spelling to fix this word:

Microsoft Word 2016 has so many great featd\gs to help me create professional-looking document. With
plenty of design choices, lots of grate stock imag features ecker, there are endless
possibilities for my documents. fears b

feature’s

features’

feasters

Ignore All

Add to Dictionary
% Hyperlink...
P Mew Comment

8. Read through what you typed. Notice that there are two typos that Word did not
identify:

Microsoft Word 2016 has so many great features to help me create professional—looking
With plenty of design choices, lots ostock images, and a built-in spell checker, there are endless
possibilities for my documents.

Always proofread your work!

9. Now, let’s save your document. Click the Save icon on the Quick Access toolbar:

=

o Insert Design Layout References Mailings Review View
Save [Ctrl+5)
L] T CUt . P B, — 1— 1— ==
D Calibri (Body) ~|11 - A A Aa- =2 e =Y igv |[EHEE
Copy
Paste > z iy AL E=E== =
- ¥ Farmat Painter B I U-aex,x A-¥-4A - - | O
Clipboard ra Font ra Paragraph
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10. The Save As category of Backstage view will open. Click the “This PC” link on the

left-hand side:

Save As

ﬁ OneDrive - Person...

jsmith@acmewidgets.onmicrosoft.com

E:l This PC N

+ Add a Place

Browse
11. Next, click the Desktop link:
Documentl - Word
Save As
6 _On_eDrive—P_ersonaI _
jsmith@acmewidgets.onmicrosoft.com Documents
‘L1 Thiskc Desktop

+ Add a Place

Browse

(If you do not see the Desktop link, click the Browse button.)
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12. The Save As dialog box will open. Ensure that the desktop is selected from the top

of the window. (If it is not, click the link on the left-hand side.) Enter “Activity 1-2
Complete” for the file name. Click Save:

B saveas *
« < | > ThisPC » Desktop > v O Search Desktop »
Organize = Mew folder DER 4

_ ~
# Quick access MOS5010_Weord_2016_1_ExerciseFil
[ Desktop e 3 I
‘ Downloads
Iifl Documents
=/ Pictures
J& Music
m Videos
E] Microsoft Word
fa@ OneDrive
v
File name: Activit)r1-2CompIete{| v
Save as type: | Word Document ~
Authors:  John Smith Tags: Add atag
[] Save Thumbnail
) Hide Folders Teols = Cancel

If you look at your desktop, you should see an icon for your document:

Activity 1-2 Complete
Microsoft Word Document
12.6 KB

14. Close Microsoft Word 2016 to complete this exercise.

36 of 413



Microsoft Office Word 2016 — Part 1

TOPIC C: Help

By now, you’ll have noticed that there are a lot of things that you can do with Microsoft
Word, and we’ve only scratched the surface. No matter how many books you read or how
many courses you take, it’s virtually impossible to memorize everything. Luckily, Word
comes with a few different help tools so that you can find answers to your questions.

Topic Objectives

In this topic, you will learn:
* How to use the new “Tell Me” feature
*» How to access advanced help options

USING TELL ME

Microsoft Word 2016 features a new natural language help feature. To take advantage of it,
type your question in the box by the ribbon tabs:

Report - Word

Insert Design Layout References Q@ Tell me what you want to do...

1 | AaBbC¢ | assbcene WEEs AABBCC
T Contact.. | TNormal | Heading 1  Heading 2

0 - TimesNewRo ~[10 | A A7 Aa~ A
Cop
~ Format Painter

U p

Paste B I U-abex,x A-¥-4-

Clipboard ] Font ] Paragraph [F]

As you type, you will see various links to the related topic:

Report - Ward

Insert Design Layout References i Q add video|
— L& OnlineVideo
[ Add aBlank Page

TimesNewRo |10 =~ A A Aa~ A

Cop
Paste : = 2 A . a ==== t=. -
o ¥ Format Painter B I U-acx x|Q--4 === 1= 1 [y Paste 3

Clipboard [F] Font [F] Paragraph

2 e Get Help on "add video"
3 ﬁ) Smart Lookup on "add video"

At the top, you will usually see shortcuts to related commands (1). (If a command is greyed
out, it means that it is not currently available.) Next, you will see an option to open the
traditional Help window (2). Finally, there is usually an option for Smart Lookup (3), which
will search for the term(s) using the Insight feature.

ACCESSING ADVANCED HELP OPTIONS

When you choose a “Get Help” entry from the Tell Me results, you will see the traditional
Help window:
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Word 2016 Help 0

© & G - A 9
add video p e

Video: Insert online video

If you want to add videos from YouTube and you don't
see it as an option, click the YouTube button at the
bottom of the Insert Video window.

Video: Add formatting to a TOC

We've done some customizing, but what abou
specific changes to font styles or margins, thi
that? In this video, you'll see how to add for

Video: Add headers, footers, margins,

and rulers to a page

This video tutorial shows you how to add headers and
footers such as page numbers to a document, change
the margins, and show the ruler.

Video: Add custom entries to a TOC

In this viden we'll use the TC field to add custom entries

W

-

(You can also use the F1 shortcut to open the default page of the Help file.)

In the top right-hand corner, you will see the Minimize, Maximize/Restore, and Close

buttons (1). Also at the top is the Help toolbar (2) and search bar (3). The main part of the
window shows the main help content (4). You can browse through the help content by

clicking the blue text, called a hyperlink.

This text is linked to relevant information. For example, the “Video: Insert online video” link
will show content for adding an online video to a document:
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- 0O X
Word 2016 Help
©ad e A
add video yol
A
Video: Insert online video
- — —n
fetngl = SLLICIN. - m cres
2 ——s @ s s
Insert online videos that you can watch right in Word
without having to leave the document.
1. Click Insert > Online Video.
2. In the Insert Video window, you can search for "
Armme o~ Dl A tmmart A vnAdante mmnlnad maAdA
-~

You can perform a new search for help information by typing keywords into the search bar
and pressing Enter. After a moment, any results Word thinks are relevant will appear in a
list. Click one of the topics in that list to view more information about it.
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The Help Toolbar

The Help toolbar contains commands similar to those you would find in a Web browser. In
fact, the Help window behaves very much like a Web browser that only searches for
information relevant to Word 2016.

Back (€  Move back one step at a time through the help topics you have
previously read.

Forward =) If you click the Back button, the Forward button will become active.
This lets you step forward through the topics you have visited.

Home %% Click this button to return to the default Help page.
Print ¥  Prints the current topic.
Text Size A~ Use this to make the text in the help file larger or smaller.

AcTiviTy 1-3
Getting Help in Microsoft Word 2016

A co-worker has provided you with some sales information. You need help improving the
look of the table.

1. Double-click the Activity 1-3 file to open it in Microsoft Word 2016:

Activity 1-3

m Microsoft Word Document
11.9 KB
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2.  Click to place your cursor anywhere in the document’s table:

|Sa|es Data for Quarter 1

8 MName Rank Price Sales
Screwdriver 1 520.00 800
Hammer 5 523.00 250
Nails 3 I $26.00 1300
Widget 9 $25.00 625
Level ] $15.00 210
Bolts 10 $20.00 1200
Rope 7 518.00 525
Chisel 2 $16.00 450
Staple Gun 6 514.00 150
All-in-One Tool 4 512.00 150

3. Now, let’s learn about our options for styling tables. Click inside the “Tell Me” field

at the top of the ribbon interface:

Activity 1-3 - Word

Table Tools

Insert  Design  Layout  References  Mailings Design  Layout

Q' Tell me what you want to de... |

A A Aa- | A
A-¥-A

Clipboard (51 Font &

& o Calibri (Body) - |11
op

Paste _, _ . :
~ FormatPainter B I Y T X X TNormal | TNo Spac..

Paragraph [}

4. Type “table style:”

naBocec| AsBbCeDe AaBbCc Assbcel AQB
Heading1 Heading2  Title

Styles

Activity 1-3 - Word Table Tools
Insert  Design Layout References  Mailings. Design Layout @ table styld
&D 7" Colbri(Body) -[11 | A" A Aa- B - =2 00T [ aeanca ‘r“ TEHEETS
Copy Banded Columns
Pt ¥ ormatpainer | B T U vaex X A ¥ AL S Tham [LINermal T panded Rows
Clipboard = Font. [ Paragraph o ER Bibliography Style
v Header Row
@ Get Help on “table style”
£ Smart Lookup on "table style”

5. Click the “Get Help” link:

Activity 1-3 - Word

Table Tools

Insert  Design  Llayout  References  Mailings  Review  View  Design  Layout

=3 it T 2 =a=|a &
D - Calibri (Body) |11 - A A Aa- == 8l 1 AaBbCeDe |
Cop
Paste - : -y, =, v il
. ¥ Format Painter TU-aex x| A% A Er & Iomal ],
Clipboard [ Font ] Paragraph 5] E8
v

Q table style
EF Table Styles 3

Banded Columns
Banded Rows

Bibliography Style »
Header Row

Get Help on "table style"

Smart Lookup on "table style”
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6.

Word 2016 Help
©3® de A

table style e

Style basics in Wogrd

In Word 2010, styles, Q Styles, and themes work
together to create a professionaldooking document that
you can easily update to meet your needs.

Add a border to a table

Apply a table style. Table styles add coordinating
borders, shading and text formatting. Click inside a
table, and then click the Table Tools Design tab.

Create a table of contents in Word 2016

for Windows

Create a table of contents in Word 2016 for Windows.
To create a table of contents that's easy to keep up-to-
date, apply heading styles to the text you want to _.

Format or customize a table of contents
Fnrmat ar customize a tahle of contents In the Stvle

B

x

(If you do not see this link, you can choose any other article.)

The full Word 2016 Help window will open. Click the “Style basics in Word” link:
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7. Scan through this article. When you are finished, close the Help window:

=
Word 2016 Help
E(:—:l |i:—)3| ﬁ 6 A‘
table style e
™
Style basics in Word
Microsoft Word 2010 makes it easy to use styles
without having to know much about them.
This article explains how styles work to save you time
and make your document look good, and the
relationship between styles and two other features:
Quick Styles and themes.
In this article
¥ Styles save time and make your document look
good
% Character and paragraph styles
4 Styles, Quick Style sets, and themes
+ Customized styles
W
-

8. Type “table style” in the Tell Me field once again:

Activity 1-3 - Word Table Tools

RO nsert  Design  Layout  References  Mailings Design  Layout

o Xcut ¢ I = = 2
AR Aa- A ST = 29 | psBbcend] |

Calibri (Body) |11

Paste o . N e A .
¥ Format Painter T U-ax, x A-%-4A TNormal | |

Clipboard ] Font [} [}

Q table style/

7 Table Styles 3
Banded Columns

v Banded Rows

ER Bibliography Style 3

v Header Row

@ Get Help on “table style"

£ Smart Lookup on "table style”
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9. Thistime, click the Table Styles command. You will see a gallery of table styles:

10. Move your mouse over the different styles. You will see each style previewed on
the table as you do this:

Once you have found a style that you like, click it to apply it.

11. Save your document as Activity 1-3 Complete. Close Microsoft Word 2016 to
complete this activity.
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Summary

In this lesson, we learned how to use the basic features of the Word interface. We also
learned how to create, view, save, share, and print documents. We wrapped up the lesson
with information on using Microsoft Word’s help features, with a focus on the new “Tell
Me” feature.

REVIEW QUESTIONS

1. Which toolbar gives you quick access to frequently used commands?

2. Which Microsoft Word feature will automatically correct certain text as you type?
3. What options are available when performing a help search with Tell Me?

4. What is the command sequence to show or hide formatting marks?

5. What is the keyboard shortcut to open the Print category of Backstage view?
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LESSON 2:
EDITING A DOCUMENT

Lesson Objectives

In this lesson you will learn how to:
= Navigate through and select text
=  Modify text

* Find and replace text
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TOPIC A: Navigate and Select
Text

As you begin to work with longer documents, you will need tools to find and work with text. In
this topic, we will introduce you to Microsoft Word’s basic navigation and editing tools.

Topic Objectives

In this topic, you will learn:
= How to use the scroll bars
= Techniques for using your keyboard to navigate through a document
= How to select text using a variety of methods

SCROLL BARS

Navigating using the mouse is fine if all your text is on one screen, but documents are rarely a
single page. Luckily, you can also navigate through a document using the scroll bar on the right-
hand side of the screen.

Place your mouse over the small rectangle in the scroll bar; this indicates your current position
in the document. Then, click it and drag it up or down to where you want to go:

S-SR BRI T apocene |aseboed AaBbCe AaBbCc assbced AQB| aspocer assbeed: -
Pute e T U xR B =~ | &~ TNormal |NoSpacing| Heading1 Heading? Heading3  Tile  Subtitle SubtleEm._ -

Our Vision

To be the world
leader in healthy,
high-quality, pre-
packaged meal
salutions.
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You can also click the up and down arrows at the top and bottom of the scroll bar to move
through the document one line at a time. If your mouse has a scroll wheel, you can also roll the
wheel up or down to scroll through the document.

KEYBOARD NAVIGATION

You can also use keyboard shortcuts to navigate through a document. In the area of the
keyboard which separates the letters from the number pad, you should see a section with
Insert, Home, Page Up, Delete, End, and Page Down keys. Four of these keys have special
functions:

Page Up Goes up one page.
Page Down  Goes down one page.
Home Goes to the beginning of a line.

End Goes to the end of the line.

All of these movements depend on where your cursor is when you press the button. You can
also use the Ctrl key with the Home or End keys to go to the very beginning or the very end of
the document, respectively.

TEXT SELECTION

Selecting Text with the Mouse
You can click and drag your mouse to select text. When text is selected, the text will appear
highlighted, like this:

This text is unselected, This text is SE|ECtEd.:|:

Once text has been selected, any changes you make will be applied to the entire selected
portion.

Selecting Text with the Keyboard

Depending on the application, selecting text with the keyboard is usually faster than using the
mouse. Most of these commands involve using the keys in the middle of your keyboard (Home,
End, and the arrow keys).
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Here’s a list of how to select different items:

Select the letter to the left of your cursor Shift + Left Arrow

Select the letter to the right of your cursor Shift + Right Arrow
Select text from your cursor to the beginning of a word Ctrl + Shift + Left Arrow
Select text from your cursor to the end of a word Ctrl + Shift + Right Arrow
Select from your cursor to one line above Shift + Up Arrow

Select text from the position of your cursor to one line below  Shift + Down Arrow

Select text from your cursor to one page above Shift + Page Up
Select text from your cursor to one page below Shift + Page Down
Select text from your cursor to the beginning of the line Shift + Home
Select text from your cursor to the end of the line Shift + End

Select text from your cursor to the beginning of the paragraph = Ctrl + Shift + Up Arrow
Select text from your cursor to the end of the paragraph Ctrl + Shift + Down Arrow

Select an entire document Ctrl + A

Selecting Text and Objects with the Home Tab
You can also use the Editing group on the Home tab to select text and objects. Click the Select
button and then click what you want to select:

You can choose to select all the text in the document or select text with similar formatting. Use
the Select Objects command to select images, charts, etc. The final command, Selection Pane,
will open a task pane with a list of objects that you can select.

Tips and Tricks
Once you get good at selecting text, you’ll find all kinds of ways to make selecting text easier.
Here are a few tips and tricks to get you started:
= |f you have a block of text selected and you start typing, the selected text will be erased
and your new text will replace it.
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= You can select a block of text and drag and drop it into anywhere in your document. You
can also use the Navigation Pane to move large amounts of text.

* You can select any level of text (letter, word, phrase, paragraph, page, document, or
parts thereof) and manipulate it. This means you can bold a single letter the same way
you would an entire document.

= Double-click a word to select it. Triple-click to select the whole paragraph.

= |f you want to delete a portion of text, you can select it and press either the Backspace
or Delete keys on your keyboard rather than cutting it.

= You can cut or copy a portion of text and then paste it in a separate document or word
processing program (like Notepad or WordPad, which come with Windows).

= You can select non-adjacent text by selecting the first part, holding the Ctrl key, and
selecting another part.

= You can select a large portion of text by selecting the first word, holding the Shift key,
and selecting the last word.

= To deselect text, click anywhere in your document.

AcTiviTy 2-1
Finding and Selecting Text

In this activity, you will use various elements of the Microsoft Word interface as well as your
keyboard to find and select text.

1. Open Microsoft Word 2016 and open Activity 2-1:

Activity 2-1

m Microsoft Word Document
92,8 KB

2. Tostart, click and drag the scroll bar. Scroll through the document until you see the
table on the last page:
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3.  Once you reach the table, let go of your mouse button. Move your cursor to the icon
in the top left-hand corner of the table. Click this icon:

30-5econd Pitch

=)
Tystes

Description

Our Text

Introduce yourself

State your business

If relevant, include
where you operate

Make it meaningful and
memorable

Be genuinely sincere about
meeting new people. Look
them in the eye, stand
confidently, and be engaged in

the conversation.

Don’t wait for a compliment.

Just make a statement.

This part of the pitch depends
on the situation. If you are at
an international meeting or
conference or work globally, it

may mot be relevant.

Talk about what you offer in
terms of positive outcomes.
Your problem statement can

be useful here.

(If you don’t see the icon, click a blank part of the page first and move your cursor over

the table.)
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4. The entire table will be selected:

5.  Press Ctrl + Home to go back to the beginning of the document.

6. Close Microsoft Word 2016 to complete this exercise. Do not save any changes to this
file.
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TOPIC B: Modify Text

One of Microsoft Word’s key features is the multitude of options that it offers for editing text.
In this topic, you will learn about Word’s basic editing features, including the Office Clipboard,
undo, and redo.

Topic Objectives
In this topic, you will learn:
= About text editing options
= How to use the Clipboard task pane
= About paste options
= About Live Preview
= How to use Undo and Redo

TEXT EDITING OPTIONS

There are several ways to move text around in a Microsoft Word document. The easiest
method is drag and drop. To use this method, select the text first. Then, click your left mouse
button, hold it down, and drag the text to where you want it. When you’ve reached your
location, release the mouse button:

List of Products and Services

I
Market Analysis

What will we offer?

Who will we sell to?

The text will look just like it’s been cut and pasted — you will even have paste options!

You can also use the cut, copy, and paste commands to move text around. Cutting and copying
place the text on the clipboard, which we will cover in a moment. Pasting text involves putting
that text somewhere else.

You should cut text when you want to move it from one location to another, or when you want
to remove text that you may need later. To cut text, select the text first. Then, click the Cut
button (¥ ) on the Home tab. (You can also right-click the text and click Cut or use the Ctrl + X
shortcut.)
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Use the copy command when you want to copy text from one location to another. First, select
the text you want to copy. Then, click the Copy button ("2) on the Home tab. (You can also
right-click on the text and click Copy or use the Ctrl + C shortcut.) It won’t look like anything has
happened, but your text has been copied to the clipboard.

Once you've cut or copied your text, you can paste it anywhere you want. Just click in the spot
you want the text to appear and click the Paste button on the Home tab. (You can also right-
click in the target location and click one of the Paste commands on the right-click menu or use
the Ctrl + V shortcut.) Paste will only insert the last item that was cut or copied.

THE CLIPBOARD TASK PANE

The clipboard is a location where cut and copied text/objects are stored until they are pasted.
Normally you can only store one object at a time on the clipboard. However, if you open the
Office Clipboard, you can save up to 24 items at a time and paste them as needed.

To begin, click the option button in the Clipboard group on the Home tab. You will see the
Clipboard task pane appear on one side of your screen:

Clipboard i3

Market Analysis
What will we offer?

Who will we sell to?

Every time you cut or copy an item, it will automatically appear in the clipboard. You will also
see a notification appear in your taskbar, accompanied by the Office Clipboard icon. Right-click
this icon for options:
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b A

Show Office Clipboard

Clear All —
1 of 24 - Clipboard

[tern collected.

- . 11:41 AM
o) B

/372015

Stop Collecting

Options 3

To paste an item from the clipboard, click to place your cursor in the document and then click
the item you want to paste from the Clipboard task pane:

Calibr (Bock) =
Paste . | @
. & Format Painter ERRUES L -
Clipboard T x

Options
PogeSofs  Tworss [

= 219 | aspbcee| AsBbeepe AaBbCe AaBbCc
v-A- === E&-5- 1 Narmal | Mo Spacing

- % Replace

asbced AQB| aseocer sosbeene
g itle

Heading 1 Heading 2 Subtitle  Subtle Em.. -

[ select~
Paragraph 5 Styies 5 Edting ~

List of Products and Service

Market Analysis
Who will we sell to?

Organizational Structure

W= - 1 + e

You can right-click items or click the pull-down arrow in the clipboard to view a context menu
(1) that will allow you to paste or delete the object. There are also Paste All and Clear All
buttons (2) at the top of the clipboard. To close the clipboard, click the X (3):

Cl|pbo@ e"
Paste All Clear All
Click an Item to Paste:

@ " What will we offer?
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The Options button at the bottom of the Clipboard task pane controls how the clipboard
operates:

Show Office Clipboard Automatically
Show Office Clipboard When Ctrl+C Pressed Twice
Collect Without Showing Office Clipboard

Show Office Clipboard lcon on Taskbar

Show Status Mear Taskbar When Copying

optans =

PASTE OPTIONS

You can control how the Paste operation works by clicking the drop-down arrow below the
Paste command on the Home tab:

Design Layout

-

b db Cut Calibri (Body) ~ |11 =
Paste = Copy z
- ~ Format Painter I U -abex x
Paste Options: Font
&J i, e
= Lo LA

Paste Special...

Set Default Paste...

These options may vary depending on the most recently cut/copied object. In the sample
image, you can see the following options:

Keep Source Formatting =y Keep the formatting from the original text.

Merge Formatting ‘:_} Change the pasted text’s formatting to match that of
the document.

Keep Text Only “A Changes the formatting of the pasted text back to the

default font and size with no formatting.
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Paste Special Opens the Paste Special dialog box, which allows you to
perform advanced pasting operations.

Set Default Paste... Opens the Word Options dialog box so that you can
control how future paste operations work.

The Paste Options Button
Once you have pasted text or an object, you will see the Paste option button at the end of the
text:

List of Products and Services

What will we offer?

2 (Ctel) ~

Click this icon or press Ctrl to see the same options that are available via the Paste drop-down
arrow on the Home tab (minus Paste Special):

List of Products and Services
What will we offer?|

[& (Ctrl) [y
Paste Options:
il il il

=l LA

Set Default Paste...

LIVE PREVIEW

Many Microsoft Word formatting features, including the font face and size menus, feature Live
Preview. This means that while you are scrolling through the options, you will see a preview of
that effect applied to the currently selected or active text or paragraph (depending on the
option being previewed):

CaibriLight (- [26 - &' W' Aa- A 21T EFE BT | aupboeoe AssbCee AaBbCe Aa #sebcen | AQBI| aasscer assbeeor
Pate iy BT Mcamx x| A% -A- Bl===15- BH- - | TNomal NoSpacing Heading! Hesding? g Title Subtit

Company Description
Product List

> 500 gram single-serve product
» 750 gram family product

> 800 gram dessert packages

» Mix and Match package

» 30-day meal package
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Preview Paste Options

Live Preview is also used to give you an idea of how copied objects will look when pasted. These
previews are enabled by default and will be displayed automatically when you place your cursor
over a paste option on the Paste drop-down command or the Paste Options menu:

Li >

What will we offer?

M
Paste Options:
& Ly ﬁ
O | Keep Text Only (1) IVE

THE UNDO COMMAND

You will find the Undo command on the Quick Access toolbar:

-

Insert Design
o
Jb Cut Calibri Light (F = [26 -
E|’_£| Copy
Paste B I U -abe x, X°

- ¥ Format Painter

Clipboard T Font

This command lets you undo your previous action(s). Alternatively, you can use the Ctrl + Z
shortcut.

Clicking the drop-down arrow beside the Undo button gives you the option to undo several
actions. Take a look at this text:

Service List

This is the corresponding drop-down menu by the Undo button:
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Grow Font
Grow Font
[talic
Bold

Cancel

Here, you can see a list of the recent actions, from most recent to oldest. You can click any
action to undo it and any actions after it.

THE REDO COMMAND

The Redo/Repeat command is next to the Undo command on the Quick Access toolbar:

-

Insert Design Layout

e
b Cut Calibri Light (F - [26 -
. E|’_é‘| Copy
aste - 2
. ¥ Format Painter B I U -aex x
Clipboard P Font

When available, this command lets you redo your previous action(s). You can also use the Ctrl +
Y shortcut.

ACTIVITY 2-2
Modifying Text
In this activity, you will learn how to modify text using a variety of tools.

1. Open Microsoft Word 2016 and open Activity 2-2:

—l Activity 2-2
mE Microsoft Word Document
—| 91.0KB
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2.  Scroll to the fourth page of the document (which has the heading “Business Plan” at
the top). Select the text between the “Company Description” and “Executive
Summary” headings:

Business Plan

Company Description
Product List

500 gram single-serve product

»
*» 750 gram family product
» 800 gram dessert packages
# Mix and Match package
» 30-day meal package

Service List

» In-home parties
> Door-te-door consultants T

Executive Summary

Here we will summarize the business plan.

Marketing and Sales Strategy

Pagedof7?  Zsswords (2 w s - 1 + e

3. Click the Cut command on the Home tab:

Design Layout

e
D %Cut Lucida Sans Ur = 11~
Eg Co
Paste B I U -abe X, X°

Clipboard P Font
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4. Scroll down the page. Select the text “List what we will offer.”

after the period:

Marketing and Sales Strategy

YelaF:1
Media

. Door-
to-Door

List of Products and Services

List what we will offer.]

Market Analysis

" Do not select the space

5.  Right-click the text and move your mouse over the different paste options:

a6 Cut

Em Copy

&D Paste Options:

&0 0
= s LA

A Font..

=q Paragraph...

,(D Smart Lockup
Synonyms L

@E_‘* Tranzlate

% Hyperlink...
*

List of Product:

Mew Comment
List what we will E?ner.

Market Analysi

%

J|LucidasansU - |11 ~| A" A7 & Ay
r

I ua}?"vﬁvzzvézvsﬁ.les

Who will we sell t
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6. Click the Keep Source Formatting button when you are ready:

aBb( AaBbC Aal

Hesding2 ~ Heading

AaBbCcl' AaBbCcl

1 Nomal | NoSpacing

< AQAB assbce aassce

Title Subtale  Subtle Em...

Social
Media
® Door- .
®
to-Door

LicdsSamsU=[11 < & A Ase
Listof Products are 1 y #- 4-:=-i=- s

List what we will offer

Market Analysis = "

Who will we sell to? 7 (W
I Al LA

Organizational Str =

7. Click to place your cursor at the start of the “List of Products and Services” title. Click
Insert - Page Break:

——=ist of Products and Services

Product List

500 gram single-serve product
750 gram family product

800 gram dessert packages
Mix and Match package
30-day meal package

Y oVovy v vy

Service List

» In-home parties

63 of 413



Microsoft Office Word 2016 — Part 1

8. Scroll down so that this new page is in full view. Select the Product List. Drag and drop

it to below the Service List:

List of Products and Services
Product List

» 500 gram single-serve product
» 750 gram family product
# 800 gram dessert packages
» Mix and Match package
» 30-day meal package
Service List

» In-home parties

» Door-to-door consultants
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9. Delete the extra space at the top of the list:

List of Products and Services

Eervice List

# In-home parties

7 Door-to-door consultants
Product List

500 gram single-serve product
750 gram family product

800 gram dessert packages
Mix and Match package

A A A A

30-day meal package

10. Select the Service List heading. Click Home - Underline:

List of Products and Services

Service List

* In-home parties

» Door-to-door consultants
Product List

» 500 gram single-serve product

» 750 gram family product

» 800 gram dessert packages

# Mix and Match package

» 30-day meal package

Market Analysis
Who will we sell to?

Organizational Structure
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11. Select the Product List heading. Click the Redo/Repeat arrow on the Quick Access
toolbar to repeat the underline formatting:

T | aaBbCal| aaBbcet AaBbC AagbC aasbce AAB aasbce
“hormal | MaSpacng Heading] Hesdng2 Feadingl  Tai -

List of Products and Services

Service List

» In-home parties
¥ Door-to-door consultants

Product List

500 gram single-serve product
750 gram family product

800 gram dessert packages
Mix and Match package
30-day meal package

Y o¥Yo¥Y Voy

Market Analysis
Who will we sell to?

Organizational Structure

12. Save your document as Activity 2-2 Complete. Close Microsoft Word 2016 to complete
this activity.
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TOPIC C: Find and Replace Text

Microsoft Word also provides a number of tools for finding text. The Find tab of the Find and
Replace dialog offers many options for searching for words or phrases. For longer documents,
the Navigation Pane provides an easy-to-use roadmap. As well, Word has several different

features for finding and replacing text and/or formatting.

Topic Objectives
In this topic, you will learn:
* How to use the Navigation Pane

* How to use the Find and Replace tabs of the Find and Replace dialog box
* How to view additional options in the Find and Replace dialog box
* How to use wildcards when searching with the Find and Replace dialog box

THE NAVIGATION PANE

The Navigation Pane can be enabled by clicking View = Navigation Pane:

Home Insert Design Layout References Mailings Review

D D @gmne Ruler Q [3,3 E] One Page

Gridlines
Read ' Print  Web Zoom 100%

Mode [Layout Layout %Nawgat\on Pane E» Page Width
Wiews Show Zoom

The pane will appear on the left-hand side of the screen:

Resd | Bt Web
Mote Layout Lajaut

Navigation 2
Search do Q-
ok e 1o @)

= Contents
4 Busines: Overview

Business Overview

= 5 0O

B Multiple Pages

Business Plan

Company Dy

Executive Summan

d Sales Strategy

List of Products and Servic

Market Analysi:

Organizational Structure

Financial Projections

30-5econd Pitch

ZoomFoods - Word

Window

LB oW oW oW oMM N N e

67 of 413



Microsoft Office Word 2016 — Part 1

At the top of the pane is the search bar (1), where you can type the keywords that you are
looking for. (You can click the drop-down arrow to access advanced find options, or to find

particular objects like graphics and tables.)

Underneath this bar, you will see three tabs: Headings, Pages, and Results (2). You can use
these tabs to view your document’s roadmap in different ways, as well as a list of search
results. The main part of the pane (3) will show you the contents of the document using the

specified view.

THE FIND AND REPLACE DIALOG BOX

Another way of searching your document is using the Find and Replace dialog box:

Find and Replace

Find Replace GoTo

Find what: |

More > = Reading Highlight - Find In =

? X

Cancel

Here is an overview of how to open the various tabs of this dialog.

Command Find Tab Replace Tab

Location

Home tab Home - Find - Home - Replace
Advanced Find

Keyboard N/A Ctrl+H

Shortcut

Navigation  Click the options arrow  Click the options arrow

Pane and click Advanced Find = and click Replace

Go To Tab

Home = Find > Go To

Ctrl+ G

Click the options arrow
and click Go To

To use the Find tab of this dialog box, type what you are looking for and click Find Next. The

next instance of the word will be highlighted:
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- % Replace
F L Selea~

C AW
Past BIY -mx,x Q-¥-A-E=== {5
Clipbaard 3 Font Paragraph styles
BUSinESS P|al’] Find and Replace
Find  Replaee  GaT
Findwhat  |dessen
Company Description
Product List
» 500 gram single-serve product
> 750 gram family product More »> Beading Higniight = | | Findin= _f_mmim'ﬂ Cancel
» 800 gram dessert packages
» Mix and Match package
» 30-day meal package
Service List
» In-home parties
» Door-to-door consultants
Executive Summary
Here we will summarize the business plan.
Marketing and Sales Strategy
M
Pagedol8 lotiwords [

Eddting A

To use the Replace tab, type what you are looking for and what you would like it to be replaced
with. Then, click Replace Next to replace the word one instance at a time, or click Replace All to
replace all instances of the word. Note that you can also perform a basic find with this tab:

Find and Replace

Find Replace  GoTo

Find what: dessert

Replace with: | appetize rs|

More == Eeplace Replace All Find Mext

To use the Go To tab, choose what you are looking for from the left-hand side and enter the

appropriate reference in the right-hand side. Then, click Go To:

Find and Replace

Find Replace GoTo

Go to what: Enter page number:

Page  JAE

Section

Line Enter = and — to move relative to the current location. Example: =4
Bookmark will move forward four items.

Comment

Footrnote v

X
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FIND OPTIONS

On both the Find and Replace tabs, you will see a More command (which displays “Less” after it
is clicked). Clicking this command will show options for refining the search:

Fin

Fi

d and Replace

Find Replace GoTo

nd what: dessert

Reading Highlight =

Search Options

Search: | All ~

|:| Match case

D Find whole words only
Dgse wildcards

[] sounds like (English)

|:| Find all waord forms [English)

Find

Format - Special =

Find In~

Eind Mext Cancel

|:| Match prefix
] Match suffix

D lgnore punctuation characters
|:| lgnare white-space characters

Note that the options are the same on both tabs. To hide these options, click Less.

FIND AND REPLACE WITH WILDCARDS

To allow searching with wildcards, ensure that the “More” option has been clicked in the Find
and Replace dialog box. Then, check the “Use wildcards” option:
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Find and Replace

Find Replace  GoTo

Find what: dessert

i Reading Highlight =
Search Options
Search; |All o

|:| Match case
|:| Find whole words only

Use wildcards
ounds like [English)

|:| Find all waord farms (English]

Find

Format = Special =

Find In - Find Mext Cancel

|:| Match prefix
[ mateh suffix

|:| lgnore punctuation characters
|:| lgnare white-space characters

Once checked, the “Match case,” “Find whole words only,” “Match prefix,” and “Match suffix
options” will be disabled.

Here is an overview of the wildcard characters that you can use when searching in Word 2016.

Wildcard Description

*

[]

[!]

[-]

Can be used to return any number of
characters after its placement. This
type of character can appear
anywhere in a string.

Can be used with any single
alphabetical character. Can appear
anywhere in a string.

Returns any single character from
those within the square brackets.

Returns any character other than
those within the square brackets,
after the exclamation mark.

Used to match characters that appear
between one placed on the left of the

Example

Th* would return That, This, and Thing.

27d would return And or Add.

B[ae]1ll would return Ball or Bell.

B['ae]1ll would return Bill or Bull, but
not something like Ball or Bell.

B[a-f]11 would return Ball or Bell, but
it would not return Bill or Bull.
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minus sign and another placed on the

right.

@ Returns one or more occurrences of
the character placed to the left of the
@ sign.

< Returns the string when found at the

beginning of the word.

> Returns the string when found at the
end of the word.

Combining Wildcards

Fe@d would return Fed or Feed.

<Mate would find Mated but not
Inmate.

Mate> would find Inmate but not
Mated.

You can also combine wildcards to narrow down search results even further. For example, you
could search for re@d* to return Fed, Feed, Feeding, Feeds, etc.

Changing Word Position

To change the position of words using Find and Replace, use the following syntax in the “Find
what” field: (<search term 1>) (<search term 2>).Then, enter the following syntax in the
“Replace with” field: \2 \1. (Wildcards must be enabled in order to use this feature.)

Let’s look at an example. In our sample document, the name of our company’s CEO has been

transposed: it should read Hammond Smithers, but

it says Smithers Hammond instead. We can

use the Find and Replace dialog box to easily make this fix:

Find and Replace

Find Replace  GoTo

Find what: [«Smithers=){<Hammond=)
Options: Use Wildcards

Replace with: |\2}\1

<< Less Replace

Replace All Lg Find Next Cancel

Search Options
Search: |All w
Match case
Find whole words only
Use wildeards
[] sounds like [English)
|:| Find all word forms [English)

Replace

Format = Special -

Match prefix
Match suffix

|:| lgnore punctuation characters
|:| Ignore white-space characters
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Once we click Replace All, the replacement will be completed as normal:

Microsoft Word >

o All done, We made 4 replacements.

P

ACTIVITY 2-3
Finding and Replacing Text
In this activity, you will use the Navigation Pane and the Find and Replace dialog.

1. Open Microsoft Word 2016 and open Activity 2-3:

—_— ﬁLCtIUIt_',f 2'3
EE Microsoft Word Document
—| 934KB
2.  Click View = Navigation Pane:

=]

Activity 2-3 - Word

Table Tools
File Home  Inset  Design  Layout  References  Mailings  Review Design  Layout antto d
[ .] D E‘@ [=] Outline Ruler O\ [E, [E] One Page L—EI E E i EE] D
=l Draft Gridlines I [[ Multiple Pages 5 9
Read = Print  Web Zoom 100% Mew  Arrange Split Switch Macros
Mode |Layout Layout %Nawgatmn Pane «E Page Width Window Al Reset ow Position | windows ~
Wiews Show Zoom ‘Window

Macros

(If this command is already checked, skip to the next step.)
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3.

5] 8 B
resd (B e
frory - (o

Ot

Navigation

Headings  Pages  Results
Business Overview
4 Business Plan
Company Description.
Executive Summary
Marketing and Sales Strategy

Market Anabysis
Organizstional Structure
Financisl Projections

0-Secand Pich

Pageiot?  273words

RS PR R s

Click “List of Products and Services” to see that heading:

Ruler Q [3 Domerme
=
Grines 010 Mubiple Pages
Zoom 100% s
Navigation Pane

x New Amonge Spiit
T PageWidth  Vindow Al Vindows -
Show Z00m Window

-x

Switch  Macros

Headings  Pages  Resuhs
Business Overview
4 Busivess Pan
Company Descripton
Exeeutive Summary
Marketing and Sales Sirategy
List of Prodhects and Services
Market Analysis
Orgarizstionl Structure
Financial Projectsans
20-Secand Pich

PageSof? iwors (2

Navigation v
Saarch docurmant ]

] E P % Domrue = == ===}
= Soar Grdines (0 Mutipe Pages

Read | Pant Web Zoom 1005 Mew Anange St

Wode [ Layout i Mawigation Pane T Page Width

Switch  Mocras
Window &l -

Window waaos
i ist of Products and Services

Service List

# In-home parties

» Door-to-door consultants
Product List

* 500 gram single-serve product

» 750 gram family product

» 800 rampackages

> Mix and Match package (includes meals and[deserts]
»

30-day meal package

Market Analysis

Who will we sell to?

Organizational Structure

VP of
Operations

Marketing

= Sales Team

The marketing team would like the term “desserts” replaced with “sweets.” However,
you can see that this word has been spelled correctly and incorrectly:

74 of 413



Microsoft Office Word 2016 — Part 1

5. To ensure that we fix all instances in the document, let’s use the Find and Replace
dialog box. Click Home - Replace to begin:

P AR
AaBbCcl AaBbCc AaBb( AaBbC | aagbce AAB aasbce aasbee 2 Reploce
THormal NoSpscing Hessing! | Heading? | Mesdng  Tele  Subtie Subbefm. o pco [

e Esting

6. The Find and Replace dialog box will open to the Replace tab. Click the More button:

Find and Replace ? *
Find Replace  GoTo
Find what: v
Replace with: £
Cancel
7. Check the “Use wildcards” option:
Find and Replace ? *
Find Replace  GoTo
Find what: w
Replace with: w
Cancel

Search Options

Search: |All e
|:| Match case |:| Match prefix

|:| Find whole words only

Eé}gse wildeards
ounds like (English)

|:| Find all word forms [English)

Replace

Format = Special -

|:| Match suffix

|:| Ignore punctuation characters
|:| lgnore white-space characters
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8.

9.

Find and Replace

Find Replace  GoTo

Find what: des@ert
Options: Use Wildecards

Replace with: sweeﬂ

<< Less
Search Options
Search: |All ~

Match case
Find whole words only
[ Use wildcards
[] sounds like (English]
|:| Find all word forms [English)

Replace

Format = Special =

Replace Replace All | I Find Mext Cancel

Match prefix
Match suffix

I:l lgnare punctuation characters
I:l lgnare white-space characters

Microsoft Word should inform you that it made four replacements. Click OK:

Microsoft Word

o All done, We made 4 replacements.

=

)

Now we can enter our search terms. In the “Find what” field, type “des@ert*” without
the quotation marks. (This will search for desert, deserts, dessert, and desserts.) In the
“Replace with” field, type “sweet.” Click Replace All:
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10. Close the Find and Replace dialog box:

Find and Replace ? X

Find Replace  GoTo

Find what: des@ert w
Options: Use Wildecards

Replace with: |sweet w

<< Less Replace Replace All Find Mext | | Close &
Search Options
Search: |All w

Match case Match prefix

Find whole words only Match suffix
[] Use wildcards
|:| Sounds like [English} I:l lgnare punctuation characters
|:| Find all word forms [English) I:l lgnare white-space characters

Find

Format = Special =

11. You should see the changes reflected in your document:

Product List

500 gram single-serve product

750 gram family product
800 gram sweet packages
Mix and Match package (includes meals and sweets)

Lo A R A

30-day meal package|

12. Save your document as Activity 2-3 Complete. Close Microsoft Word 2016 to complete
this activity.
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Summary

In this lesson, you learned all about editing a document. We covered navigation techniques;
text modification tools; undo, redo, cut, copy, and paste; the Office Clipboard; and the Find and
Replace dialog. You should now be comfortable with moving through a document and making
any necessary edits. You should also feel comfortable with advanced find and replace
operations involving wildcards.

REVIEW QUESTIONS

1. When searching in the Find and Replace dialog, what does the “?” wildcard
represent?

2. List two ways to open the Find and Replace dialog.

3. What is the keyboard shortcut for the Cut command?

4. What is the opposite of the Undo command?

5. What is the command sequence to show or hide the Navigation pane?
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LESSON 3:
FORMATTING TEXT AND
PARAGRAPHS

Lesson Objectives

In this lesson you will learn how to:

=  Apply character formatting

= Align text using tabs

= Display text as list items

= Control paragraph layout

= Apply borders and shading to text
= Apply styles to text

= Manage formatting

79 of 413



Microsoft Office Word 2016 — Part 1

TOPIC A: Apply Character
Formatting

Microsoft Word offers a wide variety of formatting options that you can apply to text. Whether
you want to create a straightforward, simple design or a vibrant, modern look, Microsoft Word
has all the tools that you need.

Topic Objectives
In this topic, you will learn:
= About fonts
= How to use the mini toolbar
= About the commands on the Font group of the Home tab
* How to highlight text
= How to use the Format Painter

FONTS

A font is a complete set of characters (with typeface and style) that is used to create text in
your document. Some fonts are all capitals; other fonts are all symbols. Fonts are very
customizable: you can change their size, type, color, spacing, and effects, amongst other
options. The fonts that are available in Word depend on what other applications are installed
and if you have installed any extra font packages. However, Word and Windows come with
quite a few fonts, so you will have plenty of choices.

Here is a sample of some different fonts:

The quick brown foxr jumped over the lazy dog.

THE QUICK BROWN FOX JUMPED OVER THE LAZY DOG,

The quick brown fox jumped over the lazy dog.
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THE MINI TOOLBAR

You may have noticed the mini toolbar pop up if you move your mouse near selected text or

right-click it:

CalibriLight { - (14 ~| A" A" & Ag-

I U - A -:=-i= - Styles

Business Qvervi

ZoomFoaods will preps

gourmet meals that ai _
then purchase the me 'O

B 4@ =

LR o

) Copy

Cut
rackaged, frozen,

x5, Consumers can

Paste Options:
aste Options t home.
il

B

Expand/Collapse
Font...

Paragraph...

Srart Lockup
Synonyms F
Translate
Hyperlink...

Mew Comment

This toolbar contains the most frequently used formatting commands. Here is an overview of

each option:

Calibri Light ( -~ |14 -

Change the font face and size.

A A Use these buttons to nudge font size up or down.
¥ Click to toggle the Format Painter. This lets you copy the text
formatting from the selected text and “paint” it onto other text.
B I U Apply bold, italic, and/or underlining effects to the text.
- Highlight text. Click the drop-down arrow for additional highlighting
colors.
A Change font color. Click the drop-down arrow for additional font

colors.
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— 1—

—ri— v Apply bullets or numbers to the selected text. Click the drop-down
arrow to choose a style.

A,Jv Apply a style to the selected text.

Styles

FONT OPTIONS

You will find more formatting commands on the Font group of the Home tab:

D - Calibri (Body) ~|11 -| A" A Aa- A = - iz - '--
Paste - B I U ~abex x2 [B-3-. ===
- % Format Painter = i LAl = = ==

Clipboard ) 6 Font E@ Parag

The two drop-down menus on the top row of this group allow you to change the font face (1)
and size (2). Next to those menus, you will find commands to nudge the font size up or down
(3), change the case of the selected text (4), and clear formatting from text (5).

On the second row of this group, the first six buttons allow you to apply bold, italic, underline,
strikethrough, superscript, and subscript formatting (6). (Each button shows you an example
of what that formatting looks like. As well, the Underline command has a drop-down arrow that
allows you to customize the line’s appearance.)

Next, you will see commands to apply text effects (7), highlight text (8), and change the font
color (9). (Note that these final two commands work in the same way: click the button to
change the color of the text to the one displayed on the button, or click the drop-down arrow
to choose a new color.)

Finally, the option button (10) opens the Font dialog, which gives you control over all of these
settings as well as some advanced options.
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Keyboard Shortcuts for Font Styles
Almost every command in the Font group has a keyboard shortcut. Here is a list of the available
shortcuts:

Command Shortcut Diagram #
Change font face Ctrl + Shift + F 1
Change font size Ctrl + Shift + P 2
Nudge font size up Ctrl + Shift +. 3
Nudge font size down Ctrl + Shift +, 3
Change case Shift + F3 4

(cycles through cases)

Clear formatting Ctrl + Spacebar 5
Apply bold effect Ctrl +B 6
Apply italic effect Ctrl + | 6
Apply last used underline effect | Ctrl + U 6
Make text subscript Ctrl + = 6
Make text superscript Ctrl + Shift + = 6
Open Font dialog Ctrl+D 10
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TEXT HIGHLIGHTING OPTIONS

In addition to the main font color, you can also apply highlighting to text. To do this, first select
the text you want to highlight. Then, click the Text Highlight Color command on the Home tab
to apply the color shown on the button. You can also click the drop-down arrow and click a
different color:

Design Layout References Mailings

"'D C}E, Cut
Em Co
Paste et
- ~ Format Painter

Clipboard P

You can apply highlighting without selecting text as well. Just click the Text Highlight Color
command first and then use your cursor to click and drag over the text that you want to
highlight:

L9 nagbcee asBboede AaBbCt
+ | Tarmol | Ho spocing Heating 1

) AQBI asebcer aombcen —
e :

Subtitle  Subtle Em.. -

Business Plan

Company Description
Product List

» 500 gram single-serve product
» 750 gram family product

> 800 gram dessert packages

» Mix and Match package

> 30-day meal package

Service List

» In-home parties
» Door-to-door consultants

Executive Summary

Here we will summarize the business plan 7

Marketing and Sales Strategy

Pagedofd 28iwords (2 B - 1 + 126%
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Click the Text Highlight Color command again to turn off this feature. You can remove
highlighting by selecting the text and clicking No Color on the Text Highlight Color menu.

The Text Highlight Color command can also be found on the mini toolbar:

Executive Summary

Here we will summarize the business plan

Printing a Document with Highlighted Text
To show or hide highlighting for printing or display, check or uncheck the “Show highlighter
marks” option in the Display category of the Word Options dialog:

Calibri (Body) - |11

BIQ!L\%

Text Highlight Color

- A‘ p.‘ v & “ v

— a—
- +— v z— = Styles
= T i=

Paste Options:
il

O

Font...

ok

Paragraph...

B 4 =

Smart Lookup
Synonyms »
Translate

Hyperlink...

T8 &

Mew Comment

‘Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@ Change how document content is displayed on the screen and when printed.

Page display options

hcwhighl\ght&r marks (i
&k how document tooltips on hover

Always show these formatting marks on the screen

[ Iab characters -
[ Spaces

[] Paragraph marks T
[] Hidden text abc
[ Optional hyphens -
Object anchors ]

[ Show all formatting marks

Show white space between pages in Print Layout view (i
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THE FORMAT PAINTER

You know that Word can copy and paste text, with or without formatting. But did you know
that Word can also copy just the formatting from text?

First, select the text that has the formatting that you want to duplicate. Next, click the Format
Painter icon on the Home tab or the mini toolbar. (You can also use the Ctrl + Shift + C or Ctrl +
Shift + V shortcuts.) Your cursor will turn into a paintbrush:

s X cut
1) i copy

Paste

P Find -

20 Replace

ColibiBody) -[14_~| A" A" | A2~ | & LM aaeocend| assbcene AaBbCe AaBbCc assbced AQB|

B c A-¥ A~
egmmreme (BRI U - x, x| A~ ¥ - A TNormal | NoSpacing Heading1 Heading2 ~Heading3  Title

T [} Select~
Clipboard I}E Font & Paragraph ) Styles ) Editing ~

Company Description
Product List

> 500 gram single-serve product
> 750 gram family product

> 800 gram dessert packages

> Mix and Match package

» 30-day meal package

Service List

> In-home parties
» Door-to-door consultants

Now, select the text that you want to format:

Company Description

500 gram single-serve product
750 gram family product

800 gram dessert packages
Mix and Match package

Y ¥V V¥V ¥V ¥

30-day meal package

Service Ligh|

# In-home parties

» Door-to-door consultants
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The new text will take the format of the old text:

Company Description

Y ¥ ¥V WY

>
>

500 gram single-serve product
750 gram family product

800 gram dessert packages
Mix and Match package
30-day meal package

/

In-home parties
Door-to-door consultants

The Format Painter command will also become deselected. To apply the same formatting to
multiple items, double-click the Format Painter and then select as many items as you want.

When you are done formatting, click the Format Painter icon again to turn it off.

Remember that formats are not stored on the clipboard, and you can only copy formatting for

one set of text at a time.

The Format Painter captures all kinds of formats, including:

= Paragraph formatting (such as spacing, alignment, and indents)

» Font formatting (including effects, spacing, font type, font size, color, and highlighting)

= Borders, fills, and shading
= Bullets and numbering
=  Columns
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AcTiviTy 3-1
Applying Character Formatting

In this activity, you will start formatting a product information sheet.

1.

2.

Open Microsoft Word 2016 and open Activity 3-1:

—- Activity 3-1
mE Microsoft Word Document
—| TMAKB

First, let’s set up the formatting for the document titles. Select the word “Features” on

the first page:

=

- B %

Insett  Design

o t
D s cop
Paste
~ ¥ Format Painter

Clipboard [}

Pagelof1  E9words

Calibri (Body) ~|11 ~ A A Aa- A

B I U-~-acx. X A-¥-A-~

i)

Layout  References  Mailings  Review

TNormal | TNoSpac.. Heading1  Heading 2

Font 3 Paragraph [ Styles

QuikBrew — Just For You!

The QuikBrew system is the newest innovation in coffee making. With almost unlimited customization
options and the biggest coffee selection on the market, you're sure to find the QuikBrew that’s right for
you.

Features |

Makes individual cups of coffee

Starts up in eight seconds

Keeps itself clean with self-sanitizing mode

256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cup
Choose your cup design.

Choose your cup size.

Choose up to three coffee flavors.
Add up to five toppings.

Press BREW NOW.

Enjoy!

Title

5
2L | pagbcenc| asebcene AaBbCc Aasbcc AQB aasbcer

Subtitle =

[}

W El & -

1 + 116%

Signin S Share
AP Find -
e Replace
[y Select -
Editing -~
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3.

Click the Font menu on the Home tab. Scroll down in the list and click Britannic Bold:

Insert Design Layout References
a e -
B Jb Cut Calibri 11 <A A
Dacte B CoPY All Fonts
o ¥ Farmat Painter 0 ﬂgENE',' m
Clipboard r O
ALGERIAN
O Arial

-

O Arial Black
O Arial Narrow

O Arial Rounded MT Bold

0 Baskerville Old Face
O Bavhavus 93

O BalMT

O Berlin Sans FB

O Berlin $ans FB Demi
O Bernard MT (ondensed
O Bickadier J7C

O Bodoni MT

O Bodoni MT Black
O Bodoni MT Condensed

O Bodoui NT Poster Compressed

O Book Antiqua

O Bookman 0Old Style
() Bookshelf Symbel 7

0 Bradley Howd TC

O Britannic Bold

O Ercadway

O Bruskt Sencer W7

O calibri

O calibri Light

O Californian FB

i 4

Mailin
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4,

Press Ctrl + Shift + . five times to increase the font size:

Features

Makes individual cups of coffee
Starts up in eight seconds
Keeps itself clean with self-sanitizing mode

256 gluten-free, organic flavors currently available

With the text still selected, right-click it. Click the Font Color drop-down arrow on the

mini toolbar. Click “Blue, Accent 5:”

Britannic Bole = |20 ~| A" A" ¥ A,Jv
F

B I U - A ~:=~-:iz~ Styles

Feat“ res B Automatic
Theme Colors
Makes individual cups of ¢ I H & u

Blue, Accent 3

Starts up in eight seconds I I I L
«HENNERENE

Keeps itself clean with self
Standard Colors

256 gluten-free, organic fli L ENEEE
%y More Colors...
[ Gradient L

Click Home - Format Painter:

-

Insert Design Layout

s
0 db Cut Britannic Bold |20 =
- ER Copy
aste - z
- "FormatPainteI% L Tl ee 3 tg b
Clipboard Font
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7. Select the text “Easy Steps to Your Perfect Cup:”

- o x

Design

Britannic Bold ~|20 | A" A" Aa- | A

S B I U-eexx A-¥-A- S

Layout  References  Mailings

Font ® Paragraph & Styles

QuikBrew — Just For You!

The QuikBrew system is the newest innovation in coffee making. With almost unlimited customization
options and the biggest coffee selection on the market, you're sure to find the QuikBrew that's right for
you.

Features

Makes individual cups of coffee

Starts up in eight seconds

Keeps itself clean with self-sanitizing mode

256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cup 4]
Choose your cup design.

Choose your cup size.

Choose up to three coffee flavors.
Add up to five toppings.

Press BREW NOW.

Select content to apply the copied formatting, or press Escto cancel & ® -

L9 | nasbcene| asBboede AaBbC( AsBbecl AQB  asebeer
&y~ - | TNomal | TNoSpac.. Headingl Heading2  Title subttle |5 sopeee

Signin £ Share

L Find ~

3. Replace.

Editing S

(You may need to scroll down in the document to see this text.)

8. Both titles will now have the same formatting:

Features

Makes individual cups of coffee

Starts up in eight seconds

Keeps itself clean with self-sanitizing mode

256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cup

Choose your cup design.

Choose your cup size.
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9. Click anywhere in the document to de-select the title text. Click Home - Text

Highlight Color:

Design Layout References

B - Calibri (Body) ~[11 ~| A A Aa- A
Copy
Paste - g - apF . -
o ~ Format Painter oy e iy o A~ ¥ A
Clipboard Ia Font P

10. Highlight what you think are the two most important product features:

Features

Makes individual cups of coffee
Starts up in eight seconds
Keeps itself clean with self-sanitizing mod

256 gluten-free, organic flavors currently available

11. When you are finished, press Esc to turn the highlighter off. Save your document as

Activity 3-1 Complete and close Microsoft Word 2016.
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TOPIC B: Align Text Using Tabs

Microsoft Word also offers a variety of text alignment tools. This topic will introduce you to
tabs and rulers, which will allow you to customize where your text appears on the page.

Topic Objectives
In this topic, you will learn:
= About tabs
= About the ruler
= How to create tab stops on the ruler
= How to use the Tabs dialog box

TABS

Tabs and tab stops control where your text is horizontally aligned. By default, Microsoft Word
sets a left tab stop every half-inch, but these can be customized however you like. When you
press the Tab key, the cursor will move to the preset tab location. This is much more efficient
and consistent than pressing Space multiple times.

RULERS

The ruler in Microsoft Word is one way to customize and create tab stops. It can also help you
line up objects and perform many other tasks.

By default, the ruler is hidden. However, you can show it by clicking View = Ruler:
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TAB STOPS ON A RULER

There are five main types of tabs.

Tab Type Icon Description

Left Tab L Text will start at this point and flow to the right.

Right Tab 4 Text will start at this point and flow to the left.

Center Tab L Text is centered on this point.

Decimal Tab £ Use this tab to align numbers around a decimal point.

Bar Tabs I These tabs are the only type that do not affect text. It just places

a vertical bar at the point of the tab.

To set a tab stop on the ruler, make sure that the ruler is displayed and that the text that you
want the tab to apply to is selected (or that the paragraph is active). Now, click the tab selector
on the ruler to choose the type of tab you want to apply:

=]
Fil

o PFind -

le
Paste

< [ <& & |Aav| 80| ==
[ £ cop Calibri Body) ~[11 - | A a° | Aa E £33 81 T | pspocend| assbcer AaBbCe AaBbCe sssbcen AQBI - —
op -]
B M- A - [ S -
 Formatpainger B I Wb x AW oA = & TNowmal | NoSpacing Heading 1 Hesding? Heading3  Tile =\ coor
Clipboard Y Font ] Paragraph Ll Styles ) Editing ~
5 r LA . ‘ B ‘ . ‘ B ‘ B ‘ o —
Center Tab,

Business Plan

Company Description

§00 gram single-serve product
750 gram family product
800 gram dessert packages

Mix and Match package

30-day mesl package

Click on the ruler to place the tab:

ZoomFoods - Word

AP Find -

cut T e e ane g |t .
) Calibri Body) -|11 -| A" A" | Aa d 2l T | nabcene] AsBbcede AaBbCi AaBbCe assbcen AQBI - o o
w5 «| | % Replace
Paste - 2 PR " .
= & Format Painter B I U abe X, X [AY el A fxd TMNormal | NoSpacing Heading 1 Heading2  Heading 3 Title = D) Select
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Now, when we place the cursor at the start of this line and press Tab (or click Home = Indent),
the created tab will be applied:
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Home
=2 Cut - 2, a P rind -
D) g cop Calibri @ody) ~|11 | A A" | A2~ 80 T | nsBoconc| masbcode AaBbCe AaBbCe sasbcen AdBl - 5 —
Py -
Paste - < LA - -
 Formatpainger B I Wb x| A< WA TNormal | NoSpacing Heading 1 Heading2 Headingd  Tile = oo
Clipboard Y Font ] Paragraph Ll Styles ) Editing ~
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Business Plan

Company Description

|500 gram single-serve product
750 gram family product
800 gram dessert packages
Mix and Match package

30-day meal package

You can remove a tab by dragging it off of the ruler.

THE TABS DIALOG BOX

Another way to set tabs is using the Tabs dialog box. To start, select the text or paragraph(s)

that you want to apply the tabs to. Then, click the option button in the Paragraph group of the
Home tab:

ZoomFoods - Word

STl nset  Design  Layout  References  Mailings Q Tell me what you w
S, o cut Calibri (Body) - |11 | A" A" | Aa- | A
- alibri (Body) A A AaBbCcDe| AaBbCeDe AaBbCi AaBbCec &
Copy
Paste . 2 . ab . . .
e rommatpanter | B I W vaex x A-W- A Thormal | NoSpacing Heading1 Heading2 F
Clipboard I Font & Paragraph Styles

=
1%3 ragraph Settings

Fine-tune the laycut of the current
- — paragraph, including spacing,
indentation, and more.

In the Paragraph dialog that opens, click the Tabs button:
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Paragraph ? x

Indents and Spacing  Line and Page Breaks

General

Alignment:  [EN

Qutline level: | Body Text ~ Collapsed by default
Indentation

Left: 025 = speciak By:
Right: o o Hanging ~ | o2 5

|:| Mirror indents

Spacing
Eefore: Opt = Line spacing: At
After: 10pt = Multiple “| 115 =

Don't add space between paragraphs of the same style

Preview

SO0 gram awen packige

Set As Default Cancel

The Tabs dialog box will open:

Tabs 7 >

Tab stop pnsitinn:o Default tab stops:
| s

0.5

Tab stops to be cleared:

Alignment
@) Left (O Center () Right
() Decimal () Bar 9
Leader
(® 1 None D2 (P e
Oa__

Clear All

0 6 0
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At the top of this dialog, you can set where you want the tab to be positioned (1). Then, you
can set its alignment/type (2) and leading character (3). Once these options are set, click the
Set button (4) to create the tab.

You can also clear the selected tab (5) or clear all tabs (6) with this dialog. Finally, you can also
set the default tab stops (7) to whatever interval you desire.

When you have finished setting your tab options, click OK to implement your settings or click
Cancel to discard your changes.

ACTIVITY 3-2
Align Text Using Tabs

In this activity, you will continue formatting your product information sheet. You will focus on
customizing text alignment using tabs.

1. Open Microsoft Word 2016 and open Activity 3-2:

Activity 3-2
m Microsoft Word Document
11.6 KB

2. Click View = Ruler to show the rulers:

H S Actwltyi -2 - Word
File Home  Inset  Design  layout  References  Mailings  Review
| = |:| [ Outline %u\er Q [E) [El One Page rﬂ E .
= et Gridlines I HE Muttiple Pages
Read | Print  Web Zoom 100% NEW Arrange  Split

Mode Layaut Layout Navigation Pane ‘B Page Width Window Al

Views Show Zoom Window

If the rulers are already displayed, skip to the next step.
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3.  Click to place your cursor at the start of the first line under “Features.” Press Tab. This
will move the text to the first default tab stop at half an inch:

QuikBrew — Just For You!

The QuikBrew system is the newest innovation in coffee making. With almast unlimited customization

- optionsfand the biggest coffee selection on the market, you're sure to find the QuikBrew that's right for
you.
o Feafures

Makes individual cups of coffee
Starts up in eight seconds

Keeps itself clean with self-sanitizing mode

4. Repeat this step for the three remaining lines in this section of text:

Features

Makes individual cups of coffee

Starts up in eight seconds

Keeps itself clean with self-sanitizing mode

256 gluten-free, organic flavors currently available

5.  Press Ctrl + A to select the entire document. Click the option button in the Paragraph
group of the Home tab:

Activity 3-2 - Word

Insert  Design  Layout  References  Mailings

- - A" A P * PR
Calibri (Body) ~ |11 A A | Aa AaBbCcD( AaBbCeDe AaBh(( AaBbCel /

T Normal | TNoSpac.. Heading1 Heading 2

Paste |,
- ¥ Format Painter

B I U-aex, x* A-%-4A

Clipboard 5 Font 5 Paragraph 5 Styles
Paragraph Settings

— Fine-tune the layout of the current
= — paragraph, including spacing
indentation, and more.
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6. Inthe Paragraph dialog that opens, click the Tabs button:

Paragraph ? ot

Indents and Spacing  Line and Page Breaks

General
alignment: | [IETTN| -
Dutline level: | Body Text A Collapsed by default
Indentation
Left: o = Special: By:
Right: o = e =
|:| Mirror indents
Spacing
Befaore: 0 pt = Line spacing: At
After: 10pt = Multiple “| 115 5

|:| Don't add space between paragraphs of the same style

Preview

ChuikBrew = hust Fer owl

Set As Default Cancel
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7. Atthe top of the dialog, enter “3” as the tab stop position. Choose a Center alignment
with the third type of tab leader. Click Set:

Tabs ? *
Tab stop position: Default tab stops:
3 0.5° =

Tab stops to be cleared:

Alignment

O O

O Decimal Oﬂar

Leader
DlNone O; .......
Ca__
Set Clear Clear All
L3
8.  Click OK to apply the new settings:
Tabs ? >
Tab stop position: Default tab stops:
B 0.5 =
3
Tab stops to be cleared:
Alignment
() Left (@) Center i) Right
D Decimal D Bar
Leader
(O 1 None [l ® 3
Ca___
Set Clear Clear All
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9. Click to place your cursor at the beginning of the first paragraph. Press Tab. The tab

you just created will be applied. Notice the icon on the ruler:

s
= 8L T | aapocene| asBbocde AaBbC
- Dy, T Normal | TNoSpac... Heading 1

Clipboard 5 Font 5 Paragraph w Styles

QuikBrew — Just For You!

market, you're sure to find the QuikBrew that’s right for you.

10. Click and drag the icon off the ruler:

QuikBrew - Just For You!

e is the newest inaovation
d the biggest coff on the

the QuikBrew that's right for you.

Features

Makes indwidual cups of coffee

Starts up in elght seconds

Easy Steps to Your Perfect Cup
Choose your cup design.

Choose your

Choose up to three coffee flavors,

Add up to five toppings

[The QuikBrew system is the newest innovation
in coffee making. With almost unlimited customization options and the biggest coffee selection on the

11. The tab formatting will revert to the default 0.5 inch setting:

i'l'he QuikBrew system is the newest innovation in coffee making. With almost unlimited
customization options and the biggest coffee selection on the market, you're sure to find the QuikBrew

that's right for you.

12. Save your document as Activity 3-2 Complete. Close Microsoft Word 2016.

TOPIC C: Display Text as List

ltems
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Microsoft Word also provides tools to format text with bullets, numbers, or a combination of
bullets and numbers with multiple levels. By the end of this topic, you will be able to create
simple bulleted and numbered lists.

Topic Objectives

In this topic, you will learn:
= About the different types of lists that are available in Microsoft Word
= How to create bulleted and numbered lists

LISTS

There are three types of lists that you can create in Word. We will discuss bulleted and
numbered lists in this topic. Multilevel lists will be covered later on in this course.

Bulleted Lists
With a bulleted list, each list item is marked with a character or symbol:

* 500 gram single-serve product
* 750 gram family product

* 800 gram dessert packages

*  Mix and Match package

* 30-day meal package

Numbered Lists
With a numbered list, each item is identified with a number or letter:

Document Qutline

Executive Summary
Business Dverview

Company Description

o WM

Marketing and Sales

Multilevel Lists
A multilevel list separates points, sub-points, and sub-sub points with various symbols,
characters, letters, and/or numbers:
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Detailed Document Outline

Executive Summary
2. Business Overview
a. 30-5econd Pitch
b. The Who, What, Why, and How
c. Business Plan
3. Company Description
a. Financial Projections
h. Organizational Structure
4. Marketing and Sales
a. Market Analysis
b. List of Products and Services

c. Marketing Strategy

BULLETED LISTS

To convert existing text to a bulleted list, first select the text. Then, click the Bullets command
in the Paragraph group of the Home tab to apply the default formatting:

B - (=) x

Insert Design Layout  References Mailings ne ouw Signin £ Share

PFind -

o X cut

- - A A - | A b Yo, EI= A
- Calibri Body) 7|11~ [A & | Aa E E3= 8T | pasbcon| asBbeene AaBbCe AaBbCe esbceo ABI - L
" ER Copy " \ <] 3B Replace
aste . s A av . A - = 1= Lm . =
*Formatpanter | B I W e X A~ ¥ -4 = 4H-m Normal | NoSpacing Heading 1 Heading2  Heading 3 Tile  [=] ] gelect-
Clipboard ] Font ] Paragraph ] Styles ) Editing ~

Bullets
Create a bulleted list.

Click the arow to change the look
of the bullet.

Business Plan

Company Description

500 gram single-serve product
750 gram family product

800 gram dessert packages
Mix and Match package

30-day meal package
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The default bullets will be applied:

* 500 gram single-serve product
* 750 gram family product

*  B00 gram dessert packages

*  Mix and Match package

* 30-day meal package

You can also click the drop-down arrow next to the Bullets command to choose a different
style:

ZoomFoods

Design Layout References Mailings Review View QT

-0 s - — 1= 1—
& Cut Calibri (Body) ~|11 ~| A" A Aa- A =ai=-'=r &3% 2 T | aspcend ¢
P E@Cnpy R: tly Used Bullet:
aste - 2 @, ake - ecently Used Bullets
- ¥ Format Painter BT ke x| Y SF A
Clipboard 5} Font 5} ®

Bullet Library

None ® O u - 0:0

> v

Document Bullets

>

Define New Bullet...

Note the Recently Used Bullets and Document Bullets sections in the drop-down menu. Use
these sections to quickly pick a recently used item or a type of list already used in the document
to maintain consistency.

To create a list while you type, click the Bullets command. Type the information for the first
bullet and then press Enter to move to the next line:

+ First point

Once you have finished entering the items in your list, press Enter twice to signify the end of
the list.
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NUMBERED LISTS

To convert existing text to a numbered list, first select the text. Then, click the Numbering
command in the Paragraph group of the Home tab to apply the default formatting:

Create a numbered list.

Click the arrow for more numbering
nat

Document Ouf ==

=1 Iy select~

= cut - A A
O gae Calibri®ody) ~|11_ | A" A | A2~ 20 | nspocene| msBbcede AaBbCe AaBbCc assbcen AQBI
B Copy -
Paste - B . A~ ..
* Formatpainter | B 1 U vk x x| AW A D - TNormal | NoSpacing Heading 1 Heading2  Heading 3
Clipboard . Font ] Paragraph T Styles
Numbering

Executive Summary
Business Overview
Company Description

Marketing and Sales

The default numbering style will then be applied:

Document Qutline

Executive Summary
Business Qverview

Company Description

WM

Marketing and Sales

P Find -

22 Replace

Editing a

You can also click the drop-down arrow next to the Numbering command to choose a different

style:

ZoomFoods - Word

Insert Design Layout References Mailings Review  View QT

CJ - v — — — [
E}(’C“t Calibri(Body) -[11 - A A Aa- | B = -li= va};:. =% 2 T assbeene |
B Copy
Paste . : A s . A . [Z|- RedhtlyUsed Number Formats
" & Formatpainter | B 1 U vk [ A - A - RS
Clipboard 5 Font = 1
2
3

Numbering Library

1 I

Mone 2. 2)

3. 3)

I A 3
I B 5)
in c )

Document Number Formats

& ChangeList Level
Define New Numbser Format...

i# Set Numbering Value..
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Note the Recently Used Number Formats and Document Number Formats sections in the drop-
down menu. Use these sections to quickly pick a recently used item or a type of list already
used in the document to maintain consistency.

To create a list while you type, click the Numbering command. Type the information for the first
number and then press Enter to move to the next line:

1. Step One
2. |

Once you have finished entering the items in your list, press Enter twice to signify the end of
the list.

AcTiviTy 3-3
Displaying Text as List Items

In this activity, you will add lists to your product information sheet.

1. Open Microsoft Word 2016 and open Activity 3-3:

Activity 3-3

m Microsoft Waord Document
11.7 KB
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2.  First, let’s apply some bullets to the Features section. Select the four lines of text
under that title. Click the Bullets command on the Home tab:

o x

Activity 3-3 - Word -

Signin £ Share
L Find ~

Insett  Design  Layout  References  Mailings  Review

2 X Cut - P Py
B2e Calibri (Bocy) ~|11 ~| A A A2~ 2L T | nasbcene| assbeene AaBbC( Aasbcel AQB assbeer | o, o
@ Copy - BcReplace
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Ciipboard ® Font ® Paragraph B Styles 5 Editing ~
Bullets

Create a bulleted list,

Click the arrow to change the look.
of the bullet,

QuikBrew — Just For You!

The QuikBrew system is the newest innovation in coffee making. With almost unlimited
customization options and the biggest coffee selection on the market, you're sure to find the QuikBrew
that's right for you.

Features
Makes individual cups of coffee
Starts up in eight seconds
Keeps itself clean with self-sanitizing mode

256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cup

Choose your cup design.

Choose your cup size.
Pagelof1 220fB9words [[¥ L]

B B - i + 138
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3. The default bullets will be applied. Select the lines under the “Easy Steps to Your
Perfect Cup” text:

Features

*  Makes individual cups of coffee
e Starts up in eight seconds
* Keeps itself clean with self-sanitizing mode

e 256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cup

Choaose your cup design.

Choose your cup size.

Choose up to three coffee flavors.
Add up to five toppings.

Press BREW NOW.

Enjoy! I

4. Click the drop-down arrow next to the Numbering command on the Home tab:

= Activity 3-3 - Woi

Insert Design Layout References Mailings i Tell me

alle —— o— T —
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- ¥ Format Paintalé = e B = = =
Clipboard Font Y

5. Choose the third thumbnail in the top row:

3-3 - Word
Insert  Design  Layout  References  Mailings  Review  View  Tell me what you want to do
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I A 2)———| Number alignment: Left
i B b)
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Define New Number Format...
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6. The numbering style will be applied:

Easy Steps to Your Perfect Cup

1) Choose your cup design.

2) Choose your cup size.

3) Choose up to three coffee flavors.
4) Add up to five toppings.

5) Press BREW NOW.

6) Enjoy!

7. Save your document as Activity 3-3 Complete. Close Microsoft Word 2016.

TOPIC D: Control Paragraph
Layout

In addition to the formatting tools that we have covered in this topic, there are some additional
ways that you can control how your document is laid out. In this topic, we will discuss some
more advanced layout tools, which will give you ways to customize a document’s margins,
paragraph alignment, indents, spacing, and hyphenation.

Topic Objectives
In this topic, you will learn:
* How to set page margins
=  Where to find paragraph alignment options
= How to indent text using a variety of techniques
* How to change document spacing
= How to use Microsoft Word’s hyphenation tools

MARGINS

Margins are the white space separating text from the edge of a page (or other object). To
change the page margins in your document, click the Margins button in the Page Setup group of
the Layout tab and pick a preset size:
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H ©-

File

o 3 D E

Margins Orientation

'Elle

H

1]

[T

il

(@] =
Home Insert Design

Size Columns

Normal

Tom 1" Bottom: 1"
Left: 1 Right: 1"
Narrow

Top: 05" Bottorn: 0.5"
Left:  0.5" Right: 0.5"
Moderate

Top: 1" Bottom: 1"
Left: 075" Right: 0.75"
Wide

Tom 1" Bottom: 1"
Left: 2" Right: 2"
Mirrored

Top: 1" Bottomn: 1"
Inside:  1.25" Outside: 1"

Office 2003 Default
Top: 1" Bottom: 1"

Left: 1.25" Right: 1.25"

Custom Margins...

’# Breaks -
[ Line Numbers -

b Hyphenation ~

[F]

If you don’t like the options that you see, click the Custom Margins command at the bottom of

the menu to open the Page Setup dialog to the Margins tab:

Page Setup
Margins Paper Layout
Margins
Top: 1" = Bottom:
Left: 1" = Right:
Gutter: i} = Gutter position:
COrientation
A
A]
Partrait Landscape
Pages

Set As Default

Multiple pages: Mormal w
Preview
Apply to: | This section w

? *
1 5
1 o
Left b
Cancel
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Here, you can customize every aspect of your document’s margins, as well as set the page
orientation.

PARAGRAPH ALIGNMENT OPTIONS

You will find commands to align paragraph text in different ways in the Paragraph group of the
Home tab:

ZoomFoods - Wo

Layout References Mailings [ i Tell me|
ok C t - - — - — P —
D e e Calibri (Body) ~[11 | A" A" Aa- A IZ-i=-%E. E3E 20
Copy
Paste B I U ~abex, ¥ [MA-3. l=E===|t= &L
- ¥ Format Painter = : e A It B -
Clipboard P Font P Paragraph P

Each type of alignment indicates which margin the text lines up with. From left to right, you can
apply left alignment, center alignment, right alignment, or justification (where the text is spread
out to take up the whole line). Simply select the text that you want to apply the alignment to
and then click the appropriate button. Note that one type of alignment must be selected at all
times.

You can also set this option in the Paragraph dialog, which can be opened using the option
button in the Paragraph group of the Home tab:

Paragraph ? >

Indents and Spacing  Line and Page Breaks

General

Alignment:

Left

Dutline level: Collapsed by default

Centerad
Right
Justified

INDENTS

An indent is similar to a tab, except that it specifically controls how far text appears from the
margin. You can use indents to move text closer to or further away from the margin as you
desire.

Using Indents for Quoted Materials
If you are creating an academic document, lengthy quotes are usually indented about half an
inch from each margin.
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INDENT MARKERS

You may remember the two additional options from the tab selector button: hanging indent ( ©
) and first line indent ( ). A first line indent only indents the first line of the paragraph. A
hanging indent does the opposite: it doesn’t indent the first line of the paragraph, but does
indent the rest of the lines.

To add an indent, place your cursor in the paragraph that you want to indent. Then, click
through the tab selector to choose the type of indent that you want. Finally, click the position
on the ruler where you want the indent to appear:

ile Hom:
2 X Cut p — A PFind ~
0 - Colibri (Body) - |11~ A" A" | Aa~ LT [ nambcope| msBbcode AaBbCi AsBbCe assbced AQBI asebeer 3, .
-] 2%
Vﬂjﬁ ¥ Formatpainter | B I U e x| A~ E RNl — ] 7Normal | NoSpacing Heading 1 Heading2 Heading 3 Title subtitle [< | sorect
Clipboard B Font B Paragraph B styles 5 Editing S
) fp— ' g [ 1% ' 2 - ' -3 ' -4 E 5 ' [3 A 7
Business Overview
lZoomFoods will prepare and distribute pre-packaged, frozen, Our Vision
gourmet meals that are sold in grocery stores. Consumers can
- then purchase the meals and reheat them at home.

The indent will automatically be applied:

: (Body) ~ A A - K &
M Calibri Body) - |11 ~| A" A" | Aa L9 | nssoceoc| assbceoe AaBbCe AaBbCc Assbced AQ B assbeer | 4
Paste . R S
St ormatpainter B 1 U vk x| AW TNormal | NoSpacing Heading1 Hesding2 Heading3  Title subtitle [+ e
Clipboard = Font 5 Paragraph w Stytes 5| tdting -
S f ! r, . . . s | B I—— s | f 5 7

Business Ovgrview
oomFoods will prepare and distribute pre- Our Vision
packaged, frozen, gourmet meals that are sold in grocery
- stares. Consumers can then purchase the meals and reheat

them at home.

You can also use the triangles on the left and right edges of the ruler to set the paragraph/page
boundaries and the first line indent:

1.[5].1 [ R R T B R A T SRS R - SR slzlv

Like tabs, if you create an indent in a line that already has text, the indent will only be available
for that paragraph. And, indents can be moved just like tabs: by dragging them around the
ruler.
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INDENTATION OPTIONS

The Indentation section of the Indents and Spacing tab in the Paragraph dialog gives you finer
control over related settings:

Paragraph ? >

Indents and Spacing  Line and Page Breaks

General
slignment:  |([ETN -
Dutline level: | Body Text - Collapsed by default
Indentation
Left: o = Special: By:
Right: 1) = (none) W =
[] Mirror indents
Spacing
Before: 0 pt = Line spacing: At
After: 10pt 5 Multiple “| (115 =

|:| Don't add space between paragraphs of the same style

Preview

St v Toioet Saarmi gl Toioe? St gl Toioe? S ploa Toioe? S gl Toioe! St pla Toe? S gl Tioet Sarmipla Tt
Sl Taioe? Sl Taoet S el Toiec? Sl oot Saarri el Toioc? Sl Tt Sl Taoe? Sarmipl i Tt
Sarriple Teet Sarnipla Teeet S gl Teo S pla Te Sampla Test

Tabs... Set As Default Cancel

Here, you can indent from the left or the right margins, or you can check “Mirror indents” to
have options for inside and outside indents. You can also choose a first line or hanging indent
from the Special menu, and then set the amount in the “By” text box.

SPACING OPTIONS

To change paragraph spacing, place your cursor in the paragraph that you want to change.
Then, click the Line and Paragraph Spacing command on the Home tab and choose the desired

option:
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ZoomFoods - Word

Q Tell me what you w
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Line Spacing Options...
. Add Space Before Paragraph
% Remove Space After Paragraph

You can also choose to add or remove spaces around paragraphs. (These options can also be
set in the Paragraph group of the Layout tab.)

If you click Line Spacing Options, the Paragraph dialog will open to the Indents and Spacing tab.
Here you will find advanced spacing settings:

Paragraph ? >
Indents and Spacing  Line and Page Breaks
General
Alignment:  |[ETIN
QOutline level: |Body Text e Collapsed by default
Indentation
Left: o = Special: By:
Right: o = (none w S
|:| Mirror indents
Spacing
Before: 0pt = Line spacing: At
After: 10pt = Multiple v 115 =
|:| Don't add space between paragraphs of the same style
Preview
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HYPHENATION

In some situations, you may need a document to be hyphenated. Rather than trying to manage
it yourself, let Word do the hard work.

First, click the Layout tab. Then, click the Hyphenation button in the Page Setup group:

H - ¢ =

File Home Insert Design References

@ @ IE "# Breaks ~ Indent

¥ Line Numbers= = 2= Left:

Margins Orientation  5ze Columns o
= = > > bt Hyphenation = =*f Right:

s

Page Setup + MNone
Automatic
Manual

bt Hyphenation Options...

You can choose:
= None, which will not hyphenate the document.
= Automatic, which will completely hyphenate your document.
*=  Manual, which will prompt you each time Microsoft Word thinks that a word needs to
be hyphenated.
= Hyphenation Options, which will open a dialog with advanced settings.

Hyphenation ? *

Dégutnmatically hyphenate document
Hyphenate waords in CAPS

4k

Hyphenation zone:

Limit consecutive hyphens to:  |Mo limit =

Manual... Cancel
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Non-Breaking Spaces and Non-Breaking Hyphens
If you want Microsoft Word to keep particular words together, insert a non-breaking hyphen or
a non-breaking space from the Symbol dialog:

Symbol *
Symbols  5Special Characters
Character: Shortcut key:
— Em Drash Alt+Chrl+MNum - Fs
- En Dash Ctri=MNum -
p—- MNonbreaking Hyphen Ctrl=5Shift=_
- Optional Hyphen Ctrl=-
Em Space
En Space
1/4 Em Space
— MNonbreaking Space Ctrl=5hift=5pace
=] Copyright Alt=Chrl=C
= Registered Alt=Ctrl+R
™ Trademark Alt=Ctrl=T
§ Section
1 Paragraph
Ellipsis Alt=Ctrl+,
Single Opening Quote Ctri+",
Single Closing Quote Ctri="”
Double Opening Quote Ctri+","
Double Closing Quote Ctrl=",” b
AutoCorrect... Shortout Key...

A non-breaking hyphen uses the Ctrl + Shift + _ shortcut while a non-breaking space uses the
Ctrl + Shift + Spacebar shortcut.

AcTiviTy 3-4
Controlling Paragraph Layout

In this activity, you will modify the margins, indents, and spacing for our product information

sheet.

1. Open Microsoft Word 2016 and open Activity 3-4:

Activity 3-4
Microsoft Word Document
13.0 KB
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2.  First, let’s center the title. Make sure your cursor is in the first line of the document.
Click Home - Center:

2T | asebcen| asgbocde AZBHCo

THormal | ThoSpsc.  Hesding |

QuikBrew — Just For You!

The QuikBrew system is the newest innovation in coffee making. With almost unlimited customization

options and the biggest coffee selection on the market, you're sure to find the QuikBrew that’s right for
you.

3. Select the paragraph of text after the title. Drag both of the left triangles on the ruler
to 1.5 inches:

2T aseocen| asgbocoe AaBb

7 Hormal | 7 No Spac

QuikBrew — Just For You!

The QuikBrew system is the newest innovation in coffee making. With almost
unlimited customization options and the biggest coffee selection on the market,
you're sure to find the QuikBrew that’s right for you.

(If the ruler is not displayed, click View = Ruler to show it.)

4. Then, drag the right triangle to 5 inches. The left and right boundaries of the
paragraph will now have been changed:

AaBbCeDe| MaBbceDe AaBb

THormal | 7N Spac

QuikBrew - Just For You!

The QuikBrew system is the newest innovation in coffee
making. With almost unlimited customization options
and the biggest coffee selection on the market, you're
sure to find the QuikBrew that’s right for you.
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5.  With this paragraph still selected, click Home - Line and Paragraph Spacing - 2.0:

Activity 3-4 - Word

Design Layout References

.n.D ;;2:; Calibri (Body) ~[11 | A" A | Aa~ | Bo = -2 E=3E= 4 T | ssbea
PE'Ste ~ Format Painter B I U -aeex x &'ay'A === IE' Q'—' .'ﬂNormal
Clipboard [F] Font [ Para 1.0
v | 115
15
2.0
2.5 I}
3.0
Line Spacing Options...
& Add Space Before Paragraph
T: Remove Space After Paragraph

6.  Click Layout - Margins - Moderate:

H -6 -

File Home Insert

@ Dh‘ o Y= Breaks -
D ID %D Line Mumbers =

Margins Orientation Size Columns

be Hyphenation =

Mormal P
Top 1" Bottorn: 1"
Left: 1" Right: 1"
Marrow

Top: 05" Bottorm: 0.5"
Left: 0.5" Right: 0.5"
Moderate

Top: 1" Bottorn: 1"
Left: 0.75" Right: 0.75"
Wide L\x’
Top 1" Bottorm: 1"
Left: 2" Right: 2"
Mirrored

Top: 1" Bottorn: 1"
Inside:  1.25" Cutsides 1"

Office 2003 Default
Top 1" Bottorn: 1"
Left:  1.25" Right: 1.253"

Custorn Margins...
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7. Now, click the Home tab. Click the option button in the Paragraph group to open the
Paragraph dialog:

Activity 3-4 - Word

Insert Design Layout References
== X Cut 5 o S [y
i - - - | Pp s s tio. EEIE | A

B Calibri (Body) - |11 A n Aa S0 E3E E T aaebeene] Asbcedc
=51 Copy

Paste = 2 LA AL E=E== 1= -3 -

o ' Format Painter B m e X, X A e A Bl — — = | = Q s T Normal | TMNo Spac...
Clipboard [F] Font ] Paragraph r‘l}

8. Review the settings on the first tab. On this dialog box, you should see some of the
options that you’ve applied during this activity. Click Cancel when you are finished:

Paragraph ? >
Indents and Spacing  Line and Page Breaks
General
Alignment:  [ETHNNN -
Dutline level: | Body Text e Collapsed by default
Indentation
Left: 1.5 = Special: By:
Right: 1.5 = (nonel o =
|:| Mirror indents
Spacing
Befare: 0 pt = Line spacing: At
After: 10pt = Double w =
|:| Don't add space between paragraphs of the same style
Preview
Tha G kit symm is sha neswes? innoves en in oo
maang. Wit dmoat undimised Cudtemi e on epicnd
anid tha biggpn? cotbe ol ecfien en tha make?, peu’re
Tabs... Set As Default [ ok || cancl L\l

9. Save your document as Activity 3-4 Complete. Close Microsoft Word 2016.
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TOPIC E: Apply Borders and
Shading

You can make your text more colorful by adding effects like borders or shading. This can be
done quickly from the Home tab, or you can create custom designs with the Borders and
Shading dialog. We will explore both methods during this topic.

Topic Objectives
In this topic, you will learn:
= How to apply borders to text
= About the types of borders that are available in Microsoft Word
= How to apply shading to text
* How to use the Borders and Shading dialog box

BORDERS

The term “border” refers to a line around a page, paragraph, or word. For example, here we’ve
created a fancy border around a company name for a title page:

iZoomFoods!

Business Overview

TYPES OF BORDERS

To apply borders to a paragraph or a word, select the text or paragraph(s) that you want to
format. (If you're just formatting one paragraph, you can simply place your cursor in it.) Then,
click the Borders drop-down arrow on the Home tab and choose what kind of border you want
to apply:
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ZoomFoods - Word

Design Layout References i i Q@ Tell me what you v

Eot ibri Li - - Iad | Bpliz .=t == 2
D g c Calibrilight (- |14~ A A" | Aa St == AT asbcede Asboe
Copy
PEvStE ¥ Format Painter B I U-aex, x [-%-. A === Igv TNormal  No Spac
Clipboard ] Font [} Paragraph I/Ercttcm Border

Top Border
Left Border
Right Border
No Border

All Borders
Qutside Borders
Inside Borders

Inside Horizontal Border

Inside Vertical Border

Horizontal Line
Draw Table

View Gridlines

i A

Borders and Shading...

Each command represents a different type of border. You can see a preview of the border that

will be applied by looking at the command’s icon.

Additional Borders Options
The last four commands in the Borders menu have important functionality:

= Horizontal Line: Will insert a horizontal line from margin to margin at the point of your

cursor.

= Draw Table: Changes the cursor to a pencil icon and gives you the ability to manually

draw a table.
= View Gridlines: Show or hide table gridlines.
= Borders and Shading: Open the Borders and Shading dialog box.

SHADING

To apply shading, select the paragraph or text that you want to format. Then, click Home =
Shading to apply the default shading, or click the drop-down arrow to choose another color:

= X Cut PFind ~

O 2L T pamocene assbcene | AaBbCe AaBbce aasbeed AQ B! aasbcee
E3 Copy .
aste

.

CalibriLight (k|14 ~ A" A" Aa~- A
30 Replace

P - | A-v-a- B jormal  NoSpacing | Headin eadin eadin e ubtitle 5
e matpanger BT U e AW A TNormal  NoSpacing | Heading 1 | Heading2 Heading3 ik Subtite [+ N e
Clipboard & Font & Paragraph | Theme Colors styles 5 Edting s
F ; g — SO mmmmeEg z ‘ S 3 .
I G
AT
Standard Colors
am EEEER
Mo Color I
ZoomFoods will prepare and distribute p % Mere Celors.. Our Vision

gourmet meals that are sold in grocery stores. Consumers can

- then purchase the meals and reheat them at home.
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You can choose from theme colors, standard colors, or no color. You can also click More Colors
to create a custom shade. Note that you will see a preview of each color as you point to it.

THE BORDERS AND SHADING DIALOG BOX

Although the Borders and Shading commands on the Home tab are great for quick formatting,
their options are a bit limited. To view more options, click the “Borders and Shading” command

from the Borders menu on the Home tab:

L] 3{; Cut
ER Copy

- ¥ Format Painter

Paste

Clipboard [F]

Insert

Calibri Light ( ~ | 14 e AN

B I U -abe x, xX°

ZoomFoods - Word

Mailings Review View Q Tell me what yo

AaBbCcDc  AaBbCc
TMormal Mo Spac
Bottom Border

Top Border

Left Border

Right Border

No Border

All Borders

Outside Borders

i Inside Borders

Inside Horizontal Border

i Inside Vertical Border

i— Horizontal Line

[ Draw Table

B View Gridlines

[7] Borders and Shadlng...l}

You will see the Borders and Shading dialog box, open to the Borders tab:
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Borders

Setting:

31 [ [ [ [

Borders and Shading

Fage Border

Mone

Shadow

Shading

Style:

olor:
3-D
- Automatic

Preview

Click on diagram below or
use buttons to apply borders

Apply to:
Paragraph o -
9 Options...

You can choose a basic setting from the list on the left (1). Then, use the menus in the middle
to choose a style (2), color (3), and width (4) for your border. Next, use the buttons on the

right-hand side (5) to toggle parts of the border on or off. (For example, to add a bottom line,
you would click the £/ button.) You will be able to see a preview of your choices as you apply

them (6).

You can also choose what to apply the settings to (7), as well as open the Border and Shading

Options dialog (8).
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Note that there is also a Shading tab in this dialog. You can use this tab to choose a fill color,

style type, and pattern color:

Borders and Shading

Borders  Page Border

Fill
Mo Color w
Patterns
Styles I:‘ Clear
Color Automatic

? o
Preview
Apply to:
Paragraph e

Once you have made your choices, click OK to apply them.

AcTiviTy 3-5

Applying Borders and Shading

In this activity, you will add borders and shading to your sample document.

1. Open Microsoft Word 2016 and open Activity 3-5:

Microsoft Waord Document
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2.  Click to place your cursor on the blank line between the title and the first paragraph.
Click Home - Borders drop-down arrow - Horizontal Line:

Activity 3-5 - Word

Home Insert Design Layout Q Tell me what you want to dof

ki, C - - .— - — e —
- Calibri (Body) *[11 ~| A A" Aa~ R0 Z~i=-%- =3 2 9| aappcene] asebee
Copy
Paste = g - aly . Bl===|'=- - z
S S FormatPainter B 1 Ut X X A-¥-L- E=S== IS D T Normal | T No Spe
Clipboard [ Font (-1 Paragraph Bottom Border

- Top Border
Left Border

] Right Border
Mo Border

All Borders
Outside Borders

“  Inside Borders

Inside Horizontal Border

i[5 Inside Vertical Border

Horizontal Line

L

Draw Table

View Gridlines

(=

Borders and Shading...

3.  Select the title of the document. Click Home = Borders drop-down arrow —> Borders
and Shading:

e . - A
819 [aasocene] acsoccon AaBbC At AAB aasocee assbcan || -

The QuikBrew system is * hin coffee

making. With almost unl options and the

biggest coffee selection on the market, you' Berders sd Shedng
— Egle
such

QuikBrew that's right for you.
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4.

5.

The Borders and Shading dialog box will open. Select the Shadow setting from the list

on the left-hand side:

Borders and Shading

Borders  Page Border 5hading

Setting: Style: Preview
| ~ Click on diagram below ar
Mone use buttons to apply borders
|:| S 1 [ I S—
Shadaow .
@ _ -
D colon |
3D Automatic w
Width
é Custom V2 pt —
- Apply to:
Paragraph w
Options...
Scroll down in the Style list. Choose the fourth option from the bottom:
Borders and Shading ? *
Borders  Page Border 5hading
Setting: Style: Preview
~ Click on diagram below ar
Mone use buttons to apply borders
]
D Box k i
Shadaow
: v
D colon |
3D Automatic w
Width:
é Custom ¥ pt
- Apply to:
Paragraph w
Options...
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6. Click the Color menu. Choose “Blue, Accent 5:”
| Borders and Shading ? .
Borders  Page Border 5hading
Setting: Style: Preview
~ Click on diagram below ar
Mone use buttons to apply borders
D Box ARRARRRAPRRRIR e
|
| I:I Shadow ‘ EEEes—— | o
|
colon |
D 3D Automatic
B Automatic
ﬂ Custom Theme Colors iy to:
u EEE .aragraph w
I I-Blur:, Accent 3 Options...
| IIIIIIII OK Cancel
—— Standard Colors —
HE EEEEN
% More Colors...
7. Ensure that Paragraph is selected from the “Apply to” menu and click OK to apply your

settings:

Borders and Shading

EBorders  Page Border

Style:

Shading

Setting:

Hone

S
=
5
&

Preview

Click on diagram below ar
use buttans to apply borders

Apply to:

L

el | Paragraph

Options...

Cancel
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8. Now, to finish this title, let’s apply some shading. With the title still selected, click
Home - Shading drop-down arrow - Blue, Accent 5, Lighter 80%:

(i
.llllml."‘.‘ '

Standard Calors

...........
I QuikBrew - Just For Youl I

The QuikBrew system is the newest innovation in coffee

making. With almost unlimited customization options and the

biggest coffee selection on the market, you're sure to find the

QuikBrew that’s right for you.

9. Save your document as Activity 3-5 Complete. Close Microsoft Word 2016.

TOPIC F: Apply Styles

Styles are one of our favorite Microsoft Word features. They can help you create professional-
looking documents quickly and easily. This topic will introduce you to the basic features of this
powerful tool.

Topic Objectives

In this topic, you will learn:
= About styles in Microsoft Word
= How to use style sets
= How to use the Styles task pane
= Techniques for applying styles

WORD STYLES

A style is a saved set of formatting options. For example, let’s say that you have a design that
you would like to use for major headings, minor headings, and sub-headings. Microsoft Word
will allow you to save this formatting so that you can apply it multiple times. This will increase
productivity, save time, and ensure that your document remains consistent.
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Microsoft Word also includes a wide variety of themes, style sets, and specific styles to give you

a starting point for your document’s design.

STYLE SETS

The Styles gallery on the Home tab is where you will see the most frequently used styles

available in your document. Just click a style to apply it to the selected text:

£ K cut

0 ER) Copy
Pav;te "

2L T nambecbe AsBbcode AaBbCi AsBbCc asthced AQBI
TNormal NoSpacing Heading1 Heading2 Heading3  Title

Calibri (Body) ~|11 - A A Aa- A
< CA-wea- B

FormatPainter | B 1 Y vam X x [ @ ¥ -4

Clipboard B Font B Paragraph ) styles

Business Plan

Company DEM
Product List

» 500 gram single-serve product
750 gram family product

800 gram dessert packages
Mix and Match package

Y ¥V V¥V VYV

30-day meal package

Service List

¥ In-home parties

¥ Door-to-door consultants

Executive Summary
Here we will summarize the business plan.

Marketing and Sales Strategy

O =]

AaBbCch
Subitle (=

Pagedof8  2of281words 7 ] B -

+ 136%

If you click the More arrow (™) in the bottom right-hand corner of the list, you will see the full

gallery:

AaBbCcDc AaBbCcDe AaBbCi AaBbCc AaBbCcD Aa B| AaBbccr

TMormal Mo Spacing Heading1 Heading2 Heading 3 Title

Subtitle

AaBbCcDi AaBbCeDt AoBbCcD: AaBbCeDe AaBbCeDi AnBbCcD: AABBCCDC

Subtle Em.. Emphasis  IntenseE.. Strong Cuote Intense Q...  Subtle Ref...

AABBECCDE AaBbCecd  AaBbCcDe
Intensze R... BookTitle T List Para...

A4 Create a Style

A9  Clear Formatting

4, Apply Styles...
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There are many more style sets available than the ones you see here. To see additional options,
click the Design tab and examine the gallery in the Document Formatting group:

H ©- ZoomFoods - Word

File Home Insert lprd Rdreves (Seimms Omisw e W) Tlorecfmioos

we | |a[a]
Colors Fonts

Document Formatting

Simply click a thumbnail to apply this style set to your document. Like the Styles gallery, you can
click the More arrow to see all available style sets. Commands for saving and resetting the
current style set are also available here:

This Document

TITLE th -|—It|e TITLE Titke Title the TITLE ™E Tite
- e i 1 tescnest [LE— g
g
Titl TITLE ITLE o the Title Title
tle EATNG L T tweces ) b1 g 1

Hoardng 1

Reset to the Default Style Set

Save as a New Style Set...

THE STYLES TASK PANE

The Styles task pane gives you access to all available styles. To open it, click the option button in
the Styles group on the Home tab:

- - A A - A =

Calibri (Body) -[11 | & & A2 LT nasbecde| AsBbeodc AaBbCe AaBbCe Asdbced AQBI mssbeer 4,

- %

Past < 2. | TNormal | NoSpacing Heading1 Heading2 Heading3  Title subtite =

Clipboard o Font 5 Paragraph 5 Styles

The Styles pane will appear on your screen, although it may be in a different posiiton than the
image shown here:
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ZoomFoods - Word X
Home [ L e L gnin £ Share
cut o= A O Find -
‘ Calibri (Body) - |11 _-| A A | Aa- | & LT | azbocene| azBbceD: AaBbCe AsBBCe 4 iy x| »
rasie B CoRY yles - B Replace
aste . : L. =
¢ rormatpainter B 1 U 7ok K X - TNomal | NoSpacing _Heading 1 Heading2 | s select-
Clipboard =] Font [ Paragraph n Styles 5 Editing ~
Default Paragraph Font 4.
No Spacing n
Heading 1 e}
Heading 2 e}
H Heading 3 ™
Business Plan o
Subtitle i}
Subtle Emphasis a
Emphasis a
Company Description Intense Emphasis a
B strong a
Product List auote “
Intense Quote 1}
» 500 gram single-serve product Suble Reference a
» 750 gram family product Intense Reference @
BookTitle a
» 800 gram dessert packages
: Show Preview
» Mix and Match package Disable Linked Styles
» 30-day meal package w [38] [2]  options..
Service List
% In-home parties
» Door-to-door consultants
Executive Summary
Here we will summarize the business plan.
Marketing and Sales Strategy
Page4ofs  281words L% B B - i + 138%
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Let’s take a closer look at the Styles task pane:

Styles 0' x

Clear All

[ Hormal ]
Default Paragraph Font @
Mo Spacing Ta
Heading 1 Ta
Heading 2 a
Heading 3
Title
Subtitle a
Subtle Emphasis d
Emphasis a
Intense Emphasis a
Strong a
Quote a
Intense Quote Ta
Subtle Reference da
Intense Reference da
Book Title a

Show Preview e
Disable Linked Styles

4 '31'3 '5‘1' Options...
This pane is comprised of the following parts:
1 Task pane Click the arrow in the title bar to move, resize, or close the pane. Click
options and drag the title bar to move the pane around the screen. You can also
click the X to close the pane.
2 Style List This is the list of styles. Simply select text and click the style to apply it.
3 Options Enable or disable style preview (so that the list entry shows what the

style will look like rather than just the name) and linked styles.

4 New Style Click this button to create a new style.

5 Style Click this button to analyze the text around where the cursor is currently
Inspector placed in your document.

6 Manage Opens the Manage Styles dialog box.
Styles

7 Options Control various aspects of the Styles pane.
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The Style Inspector
You can click the button marked with a 5 in the previous image to open the Style Inspector:

Style Inspector ¥ %

Paragraph formatting
A
Mormal
Plus: <nonex A
Text level formatting
A
Default Paragraph Font
Plus: <nones A

Pyl | %) | crear an

This will give you a closer look at the style and formatting applied to the currently selected text
as well as commands to manage them.

The Apply Styles Task Pane
A related task pane is Apply Styles. You can open it by clicking the More arrow (™) in the Styles

gallery and clicking Apply Styles:

Inset  Design  Layout  References

naBbCeDe| AaBbcedc AaBbC( AaBbCe Aasbced A GBI aasbeer
fNormel | NoSpacing Heading1 Heading2 Heading3  Title Subtitle

Calibri (Body) =11 ~| A" A A2~ A LS. E=EE
Paste - | A-Ww.a-
T Sromatbanter BT U wex o A-¥ -4
% ApBbCCD: AGBLCCD( Ac8bCcDi AaBbCeDe AaBBCCDi AGEDCCD: AABBCCDL

SubtleEm... Emphasis  IntenseE... Strong Quote Intense Q.. Subtle Ref...

Clipboard [ Font 3

AABSCCDE A@BBCCD(  AaBbCCDC
IntenseR... BookTitle 1 List Para..
H4 CreateaStyle
A9 Clear Formatting

A4, Apply Styles.. Ly

You can also use the Ctrl + Shift + S shortcut.
This command will open a small window that will allow you to select a style to apply to selected

text:

Apply Styles v
Style Mame:
Mormal hd

Reapply Maodify.., | |44

| AutoComplete style names
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You can also modify styles or open the Styles task pane from this window.

APPLYING STYLES

Using the Styles task pane, the task of applying a style is a simple one. First, select the text to
format. Then, click the style you want to apply from the Styles task pane. You will see the

details of each style as you mouse over it:

Business Plan

Company Description

Product List

» 500 gram single-serve product
> 750 gram family product

> 800 gram dessert packages

» Mix and Match package

> 30-day meal package

¥ | aasbeeoc| assbeene AaBbCe AaBbCe Aa2b
BIy-mxx A-¥-A-B=== 1= 8- | 1Noms |Nospscng Hesting!

You can also access the Styles gallery and related commands from the mini toolbar:

Calibri (Body) - |11 ~| A" A &r"
B I U¥¥-A-:=-:i=- s*cyn:s[:é

Product List AaBbCcDc

T Mormal
® 500 gram single-serve produc

* 750 gram family product AaBbCcD
* 800 gram dessert packages Heading 3
e  Mix and Match package AaBbCeDt
* 30-day meal package Emphasis
AaBbCcDi
Intense .,
AaBbCcDe
T List Para...

AaBbCcDc
Mo Spacing

AaBl

Title
AaBbCcDi
Intensze E...

AABBCCDL
Subtle Ref...

A4 Create a Style

A Clear Formatting

4 Apply Styles...

AaBbC«
Heading 1

AaBbCcC
Subtitle

AaBbCcDx
Strong

AsABBCCDLC

Intense R...

AaBbCc

Heading 2

AaBbCcDe

Subtle Em...

AaBbCcDe
Cluote

AaBbCcDt
Book Title
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You can use styles the same way you use other formatting: turn the style on, type your text,
and then turn the style off. The style that the selected text is currently using will be selected in
the Styles pane and the Styles gallery.

Don’t forget that you can also use the Styles gallery or the Apply Styles task pane to apply
styles.

ACTIVITY 3-6
Applying Styles

In this activity, you will apply styles to the product information sheet that you have been
working on.

1. Open Microsoft Word 2016 and open Activity 3-6:

—_— ,\'l'..ctp,qt}r 3'6
— | Microsoft Word Document
—| 13.2KB

2.  Select the first line in the document. Let’s make this title a little bit more professional-
looking. Click the Title style from the Styles gallery on the Home tab:

= 4 LI A A
4 nabCe:| aagbcenx AaBbCe Aasbcel |AAB | assocer
Thormsl | TNoSpac_ Heoding!  Heading2 | Tile | subtie = |

QuikBrew — Just For You!

The QuikBrew system is the newest innovation in coffee
making. With almost unlimited customization options and the

biggest coffee selection on the market, you're sure to find the

QuikBrew that’s right for you.

3. Let’s access some more commands by opening the Styles pane. To do this, click the
option button in the Styles group on the Home tab:

q
AsBbceDr A3BBCeDc AaBbCi Aabh

BT s A-%-A- BE== 50 O | Tomsl ThoSmc Hessing! Hesding
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4. Let’s see what settings are involved in the style that we just applied. Click the Style
Inspector command:

Intense Quote
Subtle Reference
Intense Reference
Book Title

List Paragraph

Styles vx
Clear All

Maormal T
Mo Spacing T
Heading 1 Ta
Heading 2 a
[ Title 1al
Subtitle Ta
Subtle Emphasis da
Emphasis d
Intense Emphasis da
Strong d
Quote Ta
Ta
a
a
a
T

Show Preview
Disable Linked 5tyles

Ad || Ad, i
A4 .% - Cptions...

Style Inspector
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5. Hover over the Title style in the Style Inspector task pane. Read the description that
appears:

Style Inspector ™ %

Paragraph formatting
. Py
Title N - &
Plus: <nones Title:
Font

. FOMT (Default) +Headings (Calibri Light]), 28 pt
Text level formatti Character Spacing: Cnndgv.lensed by D.EErI[:ltr Kerrﬁ| at 14 pt
Paragraph
SPACING
Line spacing: single
After: 0 pt, Don't add space between paragraphs of the same style
L Style

Style Linked, Show in the Styles gallery, Priority: 11
[ Based on: Mormal

Following style: Mormal

Default Paragr

Flus: <none=

6. Close the Style Inspector task pane when you are finished:

Style Inspector ™y

Paragraph formatting Clpse
. Fo
Title !
Plus: <none= ‘o
Text level formatting
»
Default Paragraph Font | L®
Flus: <none> e
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7. Select the text “Features” and “Easy Steps to Your Perfect Cup:”

Activity 3-6 - Word cal - [m) x

Inset  Design Layout < e what you want to do... Signin 9 Share
PFind ~

2 Replace

I} select~

Styles X

Clear All

X Cut

. Eg Copy
aste . * Loak -
T ¥ Fomatpamter B T U e x [ AW -4

it - ~ A A - A ~ AaRhCer
Brtannic Bold ~|20 - A A7 | Aa T nagocene| Assboene AaBbC( AaBbccl AQB assbcer |

- | TNormal | TNoSpac.. Heading1 Heading2 — Title Subtitle | <

Clipboard 3 Font [ Paragraph ] Styles

!

Hormal
Ho Spacing
Heading 1
Heading 2

QuikBrew —Just For You!

Subtitle

Subtle Emphasis
Emphasis
The QuikBrew system is the newest innovation in coffee Intense Emphasis
Strong
- - - - . - - Quote
making. With almost unlimited customization options and the Intense Quote
Subtle Reference

biggest coffee selection on the market, you're sure to find the Intense Reference
Book Title

Ao oo BB oo BEREEA

List Paragraph

QuikBrew that's right for you.

Show Preview
Disable Linked Styles

| || [ Options...

Features

*  Makes individual cups of coffee
®  Starts up in eight seconds
*  Keeps itself clean with self-sanitizing mode

¢ 256 gluten-free, organic flavors currently available

J Easy Steps to Your Perfect Cup

1) Choose your cup design.
2) Choose your cup size.

Page1of 1 7of95words [[¥ 5] B - ] +  136%

(You can select separate lines of text at the same time by hold down the Ctrl key on
your keyboard and making the selections.)
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8. Click the Heading 1 style from the Styles task pane:

Styles T

Clear All

I Marmal

=

Mo Spacing

| Heading 1
Heading 2
Title
Subtitle

&7

Subtle Emphasis
Emphasis

Intense Emphasis
Strong

Quote

Intense Quote
Subtle Reference
Intense Reference
Book Title

Ay BE s s e B RN

List Paragraph

Show Preview
Disable Linked Styles

Aq "‘3.:‘6 "3;."* Options...

9. The style will be applied:

Features

* Makes individual cups of coffee
® Starts up in eight seconds
o  Keeps itself clean with self-sanitizing mode

e 256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cup
1) Choose your cup design.
2) Choose your cup size.
3) Choose up to three coffee flavors.
4)  Add up to five toppings.
5) Press BREW NOW.
6) Enjoy!
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10. Close the Styles task pane:

11.

"%

1Close

Intense Quaote
Subtle Reference
Intense Reference
Book Title

Styles
Clear All
Maormal b I
Mo Spacing T
Heading 1 HI
Heading 2 Ta
Title Ta
Subtitle Ta
Subtle Emphasis a
Emphasis da
Intense Emphasis a
Strong da
Quote Ta
Ta
a
a
a
T

List Paragraph

Show Preview

Disable Linked 5Styles

Ml |2 |

Options...

De-select the text by clicking in a blank spot in the document. If necessary, adjust your
zoom level and position in the document so that you can see all three titles. Now, click

the Design tab:

N

Paste

-

Cut

Copy

N Faormat Painter

Clipboard

Calibri (Body] ~ |11

T

Layout

- A

References
A Aa- M

A-¥-A-

ul
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12.

13.

Mouse over the thumbnails in the Document Formatting group. As you do so, you will
see that style set applied to the document text via Live Preview. Click any style set that

you like:

Pagelatl 95 won

s

- Colors Fants

O Setss Default

QUIKBREW —JUST FOR YOU!

The QuikBrew system is the newest innovation in coffee
making. With almost unlimited customization options and the
biggest coffee selection on the market, you're sure to find the

QuikBrew that’s right for you.

Features
o Makes individual cups of coffee
® Starts up in eight seconds
o Keeps itself clean with self-sanitizing mode
s 256 gluten-free, organic flavors currently available|

Easy Steps to Your Perfect Cup

1) Choose your cup design.
2) Choose your cup size.

3) Choose up to three coffee flavors.

A1 Add i o Fuen toinan
[

ing -

[ | S#paragraph Spuc
B (A 20

L |

B -

4+ 136%

Save your document as Activity 3-6 Complete. Close Microsoft Word 2016.
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TOPIC G: Manage Formatting

To wrap up this lesson, we’ll cover three advanced formatting tools. You will learn how to take
a closer look at applied formatting with the Reveal Formatting task pane, clear formatting from
text, and replace formatting with the Find and Replace dialog box.

Topic Objectives

In this topic, you will learn:
» How to use the Reveal Formatting task pane
=  Ways to clear formatting from text
* How to find and replace formatting

THE REVEAL FORMATTING TASK PANE

The Reveal Formatting task pane is an extension of the Style Inspector. To open this task pane,

open the Styles task pane (1), click the Style Inspector command (2), and then click the Reveal
Formatting command (3):

Sign
A Find ~

20 Replace

Calibri (Body) ~|12 - A A Aa- A L9 | naBbocDe | AsBbCCDC AaBbC( AaBbCec Assbced AQBI -

o | A-Y-p- B L. =
mer BIEJU - x, x A-¥-a-[E = £} TNormal | NoSpacing Heading 1 Heading2 Heading  THle o [\,

Clipboard 3 Font o Paragraph o Styles 5 Editing ~

Business Plan

ioti Styles M
Company Description !

Clear All

No Spacing
» 500 gram single-serve product y - . .x Heading 1
’ 2R Bram Sing! Style Inspector enting s
» 750 gram family product Paragraph formatting Heading 3
> 800 gram dessert packages Normal 2 Title
» Mix and Match package subttie

Plus: <none> E Subtle Emphasis

» 30-day meal package

Emphasis
Text level formatting

Intense Emphasis

P
Default Paragraph Font

/ Plus: 12 pt, i, Accent 4 P

: A
%> In-home parties bl || | clearan

» Door-to-door consultants e
Executive Summary

Here we will summarize the business plan.

2pppEBERBeoper n BERERBRER

Marketing and Sales Strategy

The Reveal Formatting task pane will then open on the right-hand side of the window. We have
closed the other task panes to minimize the clutter:
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= X Cut o R Tw w ol a N P Find *
e Colbrtight (- 13-| & & Aa- e BT samoceo sambccox AaBbCe | nabee | assbcco AGBI g
Pt fommat Paimer | T M -, x| R A - B TNormal  NoSpacng Headng | | Heading2 | Heading 3 Tae (=] serecte
Cpboard font “ [a— 5 syes 5 tatng -

. Reveal Formatting ™ %
Business Plan s
Executive Summary
Compare o anether selectian
Company Description Formatting of —
4 ront -
{Detaut) +Headings Calir
gt

» 500 gram single-serve product

» 750 gram family product

» 800 gram dessert packages
» Mix and Match package

» 30-day meal package

% In-home parties
» Door-to-door consultants

o
Keep lines together

Executive Summary ¢ section

Here we will summarize the business plan.

Marketing and Sales Strategy

ope
Distinguish style source.
- Show all formatiing marks

Pagedold 201281 words [ e B - 1 + 13
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Let’s take a closer look at this pane:

Reveal Formatting ™ *

Selected text

a Executive Summary

9 Compare to another selection

Formatting of selected text

91 Font -

FOMT
(Default) +Headings (Calibri

Light)
0

Bold

Font color Accent 1
LANGUAGE

English (United States)

4 Paragraph
PARAGRAPH STYLE;

Heading 2
ALIGHNMEN T

Left
OUTLIME LEWEL:

Leve] 2
INDEMTATION

Left: 07

Right: 0"
SPACIMNG

Before: 10 pt

After: O pt

Line spacing: Multiple 1.151i
LIME AMD PAGE BREAKS

Keep with next

Keep lines together

P Section

Options

Distinguish style source @
Show all formatting marks

The top of the task pane will show you the text that you are currently examining (1). (If you do
not have text selected, it will examine the area around the cursor and display the words

“Sample Text.”) You can choose to view another selection, and compare it to the current one if
desired (2).

The body of the task pane contains the formatting elements of the selected text separated into
levels (3): font, paragraph, and section. You can click the arrow beside each level to show or
hide its information (respectively). Below each level you will see the details of each formatting
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element (4). Each element is separated by type (alighment, language, spacing, etc.) and a blue
hyperlink (5) allows you to open the specific dialog box for those settings.

Finally, two checkboxes at the bottom of the pane (6) allow you to customize your view in this
pane. Don’t forget that you can move, resize, and close this task pane just like any other.

CLEAR FORMATTING OPTIONS

There are several ways that you can clear formatting from text:

Business Plan

Heading 1
Heading 2

Company Description
Product List

500 gram single-serve product
750 gram family product

800 gram dessert packages
Mix and Match package

¥ VY ¥V VY Y

30-day meal package

» In-home parties

> Door-to-door consultants

Executive Summary
Here we will summarize the business plan.

Marketing and Sales Strategy

Page4of8  20f281words [I§

Heading 3
Title
Subtitle

Subtle Emphasis

Emphasis

Show Preview
Disable Linked Styles

S| [4)]

W JEl & -

3

5 B
e Cut p — » A Find -
Dg Calibri (Body) ~[12 - | A" A L M | nabbcene| asebccne AaBbC( AaBbce sasbceo AdBl L
e EQ Copy v ~  cReplace
ast - 2 AW - -
et FormatPanter | B L U e x X A A Thormal | NoSpacing Heading 1 Heading2 Heading  Tle = [icy
Cipboard 5 Font 5 e 5 stytes 5l eating
Styles e
Clear All
3
o spadng

Ao BRswe s BRERREE

Options.

+ 136%

The easiest way is to click the Clear Formatting command on the Home tab (1). You can also re-
apply the Normal style from the Styles gallery (2) or the Styles pane (3). Last but not least, you

can use the Ctrl + Spacebar shortcut or the Style Inspector.
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FIND AND REPLACE TEXT FORMATTING OPTIONS

Did you know that the Find and Replace dialog contains commands to search for and replace
formatting throughout your document? To start, click Home - Replace or use the Ctrl + H

shortcut:

ZoomFoods - Word

Q Tell me what you want to do...

L. A P Find ~
Calibri (Body) ~[12 -| A" A7 Aa~ A AR AaBbCeD<| AaBbCeDe AaBbCe AaBbCc AaBhCeD Aa B‘ mil

B I U-acx, x> A-%¥-A- . Dy . TNormal | No Spacing Heading 1 Heading2  Heading 3 Title +

o 3 Cut
D £ copy

Paste

¥ Format Painter
Clipboard 5 Font ® Paragraph 5 Styles

In the Find and Replace dialog box, click the More button:

Find and Replace ? X

Find Replace  GoTo

Find what: ~

Replace with:

Cancel

Ensure that your cursor is in the “Find what” field and click the Format button:

Find and Replace ? *

Find Replace  GoTo

Find what: | w
Replace with: £
<< Less Cancel

Search Options
Search: |All ~
] match case
] Find whole words only
Dgse wildcards
[1 sounds like [English)
|:| Find all word forms (English)

Replace

Special -

] match prefix
] match suffix

|:| Ignore punctuation characters
|:| lgnore white-space characters

146 of 413



Microsoft Office Word 2016 — Part 1

This will open a menu with different formatting op
dialog. As a simple example, let’s choose Font:

tions. Each command will open the related

Find and Replace

Find Replace GoTo

Find what:

Replace with:

<< Less
Search Options

Search;

All

Font...

Paragraph... l}
Tabs...
Language... glish)
Frame...

Style..

Highlight

R

Special =

Cancel

|:| Match prefix
|:| Match suffix

|:| Ignore punctuation characters
|:| Ignore white-space characters

We will choose to search for instances of Lucida San

Replace Font

Font Advanced

Font:
Lucida Sans Unicode

Lucida Handwriting
Lucida Sans

Lucida Sans Typewriter
Lucida Sans Unicode
Magneto

W

Font colorn: Underline style:

Mo Color

Effects

[W] Strikethrough

|E| Double strikethrough
[®] superseript

|E| Subscript

Preview

Lucida Sans Unicode

s Unicode:
? *
Font style: Size:
Regular ~| |8 ~
Italic 9
Eold 10
Bold Italic 11
Mot Bold ™[ (12 b
Underline color:
e Mo Color o
|E| Small caps
|E| All caps
[®] Hidden
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Once we click OK, we will be returned to the Find and Replace dialog where our settings will be
shown below the “Find what” field:

Then, we can click in the “Replace with” field and repeat the same steps to choose a new

format:

Find and Replace

Find Replace  GoTo

Find what: |
Format: IFont: Lucida 5ans Unicodel

Replace with:

Format:

<< Less Beplace
Search Options
Searchy | All e

|:| Match case

|:| Find whole words only

[ use wildeards

[1 sounds like (English)

|:| Find all word forms (English]}

Find

Format = Special = Mo Formatting

Replace All Find Mext Cancel

|:| Match prefix
[ Match suffix

|:| lgnore punctuation characters
|:| lgnore white-space characters

Find and Replace

Find Replace  GoTo

Find what:
Format: Font: Lucida 5ans Unicode
Replace with: ||
Farmat: Font: Cooper Black
<< Less Replace

Search Options
Search: |All ~

[1 Mateh case

[ Find whale words anly

D Use wildeards

[ Sounds like [English)

|:| Find all word forms (English]

Replace

Farmat ~ Special = Mo Formatting

Replace All Find Mext Cancel

[ Mateh prefix
[ Mateh suffix

|:| lgnore punctuation characters
|:| lgnore white-space characters

We can now click Replace to replace the format one instance at a time, Replace All to replace

all instances of the format, or Find Next to find the next instance of this format.
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You can also use this technique to apply formatting to particular text throughout a document.
For example, let’s say that a particular product title should always be bold and italicized. We

can enter its name in the “Find what” field and the “Replace with” field, and use the Format -
Font menu to specify the formatting to use:

Find and Replace

Find what:

Format:

TinTrax

Replace with: |TinTrax

Format:

<< Less
Search Options
Search: |All ~
|:| Match case

D Use wildcards
[ sounds like {English)

Replace

Farmat =

Find Replace  GoTo

|:| Find whole words anly

Font: Bold, Italic

|:| Find all word farms (English)

Special =

Beplace

No Formatting

Replace All Find Mext Cancel

|:| Match prefix
[ mateh suffix

|:| lgnore punctuation characters
|:| lgnare white-space characters

Once you click Replace All, the formatting will be applied.

AcTivity 3-7

Managing Formatting

In this activity, you will put the finishing touches on your product information document.

1. Open Microsoft Word 2016 and open Activity 3-7:

Activity 3-7

Microsoft Word Document

14.4 KB
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2. Select the first paragraph in the document. Press Shift + F1 to open the Reveal
Formatting task pane:

9 aasoceoe| aasbcoe AaBbC Aasbcc FUA

Thommsl | ThoSpsc. Hesding] Hesding?  Ttle  Subtdle |-

Reveal Formatting ~ %
Selected text
The Quikbraw systar

Compare fo snother selestion
Farmatting of selected text

QUIKBREW —JUST FOR YOU!

The QuikBrew system is the newest innovation in coffee

making. With almast unlimited customization options and the
biggest coffee selection on the market, you're sure to find the

QuikBrew that's right for you.

Features
*  Makes individual cups of coffee
®  Starts up in eight seconds
®  Keeps itself clean with self-sanitizing mode
256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cup

Pageionl  morsswers (3 L] B - ' 4 1

3. Click the Indentation link to open the appropriate dialog box:

Reveal Formatting ~ *
Selected text

The QuikBrew syster

Compare to another selection
Formatting of selected text

4 Font -
FOMNT
(Default) +Body (Calibri)
11 pt
LAMGUAGE
English (United States)

4 Paragraph
ALIGMMENT
Left

INDEMNTAT{ON
Left: 1.
Right: 1.

SPACING
Before: 0 pt
After: & pt
Line spacing: Double
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4. Change the indentation for the left and right sides to 0. Click OK:

Paragraph ? *

Indents and 5pacing  Line and Page Breaks

General
Alignment: Left v
Qutline level: | Body Text W Collapsed by default
Indentation
Left: 0 = Speciak By:
Right: q = (none] v =
DMirrnr indents
Spacing
EBefore: Opt = Line spacing: At
After: apt = Double o =

|:| Don't add space between paragraphs of the same style

Preview

Tha GuikBries shstam ia the et inneywien in oo makdng. 'With amess
unlimitssd cusSemisamen epfens and S bigen? oot e ecten en e markss,

span’ i s B Snd sha Quilklinew hat's rgh? fer peu

Tabs... Set As Default Cancel

F
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5. You will see the changes reflected in the Reveal Formatting task pane. You can now

close the pane:

Reveal Formatting ~ T:b
Selected text

The QuikBrew system is the new

Compare to another selection
Formatting of selected text

4 Font
FOMNT
(Default) + Body (Calibri)
11 pt
LANGUAGE
English (United States)

4 Paragraph
ALIGMMENT
Left
INDEMTATION
Left: 0"
Right: 0"
SPACING
Before: O pt
After: & pt
Line spacing: Double

6. Select the numbered list at the end of the document. Click Home - Clear Formatting to
remove the numbers:

QUIKBREW —JUST FOR YOU!

1611 morssweras (F

aagbec Assbcee AaBbC
c h-v-aA B < |- || Thommal THoSpac.. Heading?

The QuikBrew system is the newest innovation in coffee making. With almost unlimited customization options

and the biggest coffee selection on the market, you're sure to find the QuikBrew that's right for you.

Features
+  Makes individual cups of coffee
*  Starts up in eight seconds
*  Keeps itself clean with self-sanitizing mode
* 256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cup
1) Choose your cup design.
2) Choose your cup size.
3) Choose up to three coffee flavors.
4) Add up to five toppings.
5) Press BREW NOW.
6) Enjoyl
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Click anywhere in the document to de-select the text. Click Home - Replace:

nasbcen:| asmboeoe AaBbC Aasbcc AAA
T

T Normal | T o Spac.

Heading 1 Heading 2

L Find ~

e+ |G

In the Find and Replace dialog box, click the More button:

Find and Replace

Find Replace  GoTo

Find what:

Replace with:

? X
A
hd

Cancel

Ensure that your cursor is in the “Find what” field. Click Format - Font:

Find and Replace

Find Replace  GoTo

Find what:
Replace with:

<= Less
Search Options
Search: |All w

F Font... I}

Baragraph...

Tabs...

Language... glish)
Frame...

Style...
Ri Highlight

? X
e
w
EXL Cancel

1 match prefix
|:| Match suffix

|:| lgnore punctuation characters
|:| lgnore white-space characters
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10. Inthe Font dialog, choose +Body from the Font list and 11 from the Size list. Click OK:

Cancel

Find Font ? ot
Font Adyvanced
Font: Font style: Size:
+Body 11
Regular ~| |8 ~
+Headings Italic 9
Agenq FEB Bold 10
Algerian Bold Italic
Arial ¥} Mot Bold i 12 A
Fant calor Underline style: Underline colar:
Mo Color w e Mo Color s
Effects
[m] Strikethrough [®] Small caps
|E| Drouble strikethrough |E| All caps
[m] superscript [m] Hidden
|E| Subscript
Preview
+Body
SeL As WETaU(E
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11. Back in the Find and Replace dialog, move your cursor to the “Replace with” field. (Also,
notice that your font choices appear below the “Find what” field.) Click Format - Font:

Find and Replace ? X

Find Replace  GoTo

Find what: ~
Format: Font: =Body (Calibri), 11 pt
Replace with: ~
Format:

<= Less Replace Replace All Find Mext Cancel

Search Options

Search: |All ~
Font... [ match prefix
l}@ [] Match suffix
Paragraph...
Tabs... [ Ignare punctuation characters
Language... glish) |:| lgnore white-space characters
Frame...
Style...
R Highlight
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12. In the Font dialog, choose Leelawadee Ul from the Font list and 12 from the Size list.

Click OK:

Replace Font

Font Adyvanced

Font:

Leelawadee LI

Leelawadee LI

Leelawadee LIl Semilight
Lucida Bright

Lucida Calligraphy
Lucida Consaole

?
Font style: Size:
12
Regular Al |8
Italic 9
Bold 10
Bold Italic 11
w | |MotBold ¥

Fant calor Underline style: Underline colar:
Mo Color w e Mo Color
Effects
[m] Strikethrough [®] Small caps
|E| Drouble strikethrough |E| All caps
[m] superscript [m] Hidden
|E| Subscript
Preview
Leelawadee Ul
SetAs Default
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13. Click Replace All:

Find and Replace

Find Replace  GoTo

Find what:
Format: Font: =Body (Calibri), 11 pt
Replace with: ||
Farmat: Font: Leelawadee Ul, 12 pt
<< Less Replace

Search Options
Search: |All ~
[ Match case
] Find whale wards only
[] Use wildcards
[] sounds like (English)
I:l Find all word forms [English)

Replace

Format = Special = Mo Formatting

Replace Al | [ Find Next Cancel

[ match prefix
[] match suffix

|:| lgnore punctuation characters
|:| lgnore white-space characters

14. Microsoft Word should inform you that it has made four replacements. Click OK in this

dialog:

Microsoft Word

o All done, We made 4 replacements.

ot
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15. Close the Find and Replace dialog:

Find and Replace

Find Replace GoTo

Find what: |

Format: Font: +Body (Calibril, 11 pt

Replace with:

Format: Font: Leelawadee UI, 12 pt
<< Less

Search Options
Search: |All ~
|:| Match case
|:| Find whole words only
Dgse wildcards
[ sounds like (English)
[] Find all word farms (English)

Find

Format ~ Special =

Replace

Mo Formatting

Replace All |Eind Mext Close [

|:| Match prefix
|:| Match suffix

|:| lgnore punctuation characters
[ 1gnore white-space characters

16. Look at the changes to the document:

Paste B I U-ams &

 Format Faintes

Clipboard = Font

AaBbCeDe| AsBbCeDe AaBbC A
Heading 1 H

T Normal | ¥ Mo Spac.

Styles

Pageiot]  Bawords

QUIKBREW —JUST FOR YOU!

w system is the newest innovation in coffee making. With almost unlimited

fThe Q

customization options and the biggest coffee selection on the market, you're sure to find the

QuikBrew that's right for you.

Features
*  Makes individual cups of coffee
« Starts up in eight seconds
s Keeps itself clean with self-sanitizing mode
* 256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cup

+ 16

17. Save your document as Activity 3-7 Complete. Close Microsoft Word 2016.
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Summary

In this lesson, we discussed the various formatting options available in Microsoft Word. We
began with simple formatting options on the mini toolbar and the Home tab. Then, we moved
on to creating tabs, using rulers, and formatting text as lists. We also covered how to control
paragraph layout, apply borders and shading, and apply styles. To wrap up the lesson, we
discussed some advanced formatting management tools.

You should now feel comfortable formatting any type of document from start to finish.

REVIEW QUESTIONS

1. Which group on the Home tab contains most font formatting commands?

2. Which tool allows you to analyze the text around the location of the cursor?

3. What is the command sequence to show or hide the ruler?

4. What is the shortcut to open the Find and Replace dialog box to the Replace tab?

5. Which tabs contain the Line and Paragraph Spacing command?
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LESSON 4:
ADDING TABLES

Lesson Objectives

In this lesson you will learn how to:
= |nsert atable

= Modify a table

= Format a table

=  Convert text to a table
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TOPIC A: Insert a Table

Tables are an excellent way to organize information in a document. In this topic, we’ll learn how
to add tables in a few different ways. We’'ll also discuss how to navigate through a table.

Topic Objectives
In this topic, you will learn:
= Whatatableis
= How to use tables to control page layout
= Techniques for creating a table
= How to insert a Quick Table
= How to add Excel data to a document
= How to navigate through a table

TABLES

A table has rows (which go horizontally), columns (which go vertically), and cells (each small
box). Here’s an example:

Month Widgets Hammers Nails

January 64860 96297 54252
February 60251 82447 BA8TE
March 84433 62753 50868
TOTALS 209544 241497 165996

This table summarizes sales data. The top row shows us the product names. The first column
contains the time ranges. Then, the actual data is in the majority of the cells.

USING TABLES TO CONTROL PAGE LAYOUT

Tables are an excellent way to organize content in a document. They provide an easy way to
arrange text, format different areas of the page, and use different column sizes. They are also
simpler to use than other tools that could achieve the same effects, such as multiple sections.
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TABLE CREATION OPTIONS

There are a few different ways to add a table to your document. The easiest is to click Insert >
Table. Then, drag out the dimensions of the table on the grid and click:

O

Home

B D= B 2

Cover Elank Page Table @ Pictures Online Shapes Sr
Page~ Page Break - Pictures -

Pages 4x5 Table

Bl Insert Table...
ET Draw Table

E[';] Excel Spreadshest
Bl Cuick Tables k

The table will appear in the document, ready for you to add text:

Sales Report

®
[

If your table is larger than the grid shown in the menu (or if you’re having trouble clicking and
dragging), click the Insert Table command from the Table menu:
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B D= B L kg &

Cover Elank Page Table  Pictures Online Shapes Sr
Page~ Page Break 2 Pictures -~

Pages Insert Table

I
I
I
I
I
I
I
o

[ Insert Table... E}
E Draw Table

E['g Excel Spreadsheet
Bl Cuick Tables k

Then, you will see the Insert Table dialog, where you can enter the number of columns and
rows that you want in your table, and set the desired AutoFit behavior. Click OK when you are

ready:
Insert Table ? >
Table size
Mumber of columns: 4 =
Mumber of rows: 5 =
AutoFit behavior
(®) Fixed column width: |Auto =

() AutoFit to contents
() AutoFit to window

|:| Remember dimensions for new tables

o

The table will appear just as before. Another way to create a table is to click the Draw Table
command in the Table menu:
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H o-

File Home Design Layout

B = EEE
b

B )+ 0 leg [

Cover EBlank Page Table = Pictures Online Shapes Sr

Page~ Page Ereak ' Pictures -
Pages Insert Table

I
I

B Insert Table...

m‘ Draw Table L\\,

E['g Excel Spreadsheet
Bl Cuick Tables 3

Your cursor will turn into a pencil. You can then click and drag to create the table outline:

Sales Report

You will then need to add rows and columns manually by drawing them.

Contextual Tabs
You may have noticed two new tabs appear when we inserted a table:

| Header Row || First Column

Total Row Last Column | E=EEE | 2222 ===== - Vapt

B EzciZz Zz=zz ===== ZiZzz:z cZzZzZzzoZlZzIc | shadi ng | Border
/| Banded Rows | | Banded Columns T siyles - L Pen Color - = |Painter

Table Style Options Table Styles Borders
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The first tab is Design (pictured above). This tab provides commands to change the appearance
of your table. We’'ll take a closer look at it in Topic C.

The second tab is Layout. This tab provides commands to change the structure of your table.
We'll take a closer look at it in Topic B.

QuicK TABLES

Word also provides some sample tables for common tasks, called Quick Tables. To add one of

these to your document, click Insert = Table - Quick Tables and click a thumbnail:

B 1=
1
Cover Blank Page

Page~ Page Break
Pages

Design Layout References Mailings

D E D*EP Q;" = Il @i @ste

Review

View Q Tell mew

w

Table  Pictures Online Shapes SmartArt Chart Screenshot .‘MyAdd-ms - Wikipedia = Online

o Pictures =
Insert Table

I

E[':! Excel Spreadsheet
[ Quick Tables 3

itions

Built-In
Calendar 1

December

2 3 a5
Calendar 2

M T w T
1 2 3
7 8 9 10
14 15 16 17
21 22 23 24

Calendar 3

Double Table

The Greek alphabet

12
19
26

13
20
27

Add-ins

December

Video
Media

The table will then be inserted and ready to modify.
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INSERTING EXCEL DATA

To create a table containing Excel data, click to place your cursor where you want the
spreadsheet to go. Then, click Insert - Table - Excel Spreadsheet:

B ©-

File Home Design Layout R

Bl = EFEE
k

B U+ 0 leg &

Cover Elank Page  Table Pictures Online Shapes Sr

Page~ Page Break - Pictures -
Pages Insert Table

I O
I | O
I O
I I O | |
I I O | | | [
I O
I O
I |

F Insert Table...
P4 Draw Table

Ei‘ﬂ Excel Spreadsheet m
] Quick Tables 3

Now, you will see the Excel embedded object interface in Word. You can enter your data using
the Excel interface:

Do @~ e W

sssss

When you are finished, press the Esc key or click in a blank part of the document to return to
Microsoft Word.
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TABLE NAVIGATION METHODS

When you are working with a table, you can click in any cell to move to it. You can also navigate
through a table using the keyboard shortcuts shown below.

Location To Move To = Keyboard Shortcut

One cell to the right Tab (or right arrow key if cell is empty)

One cell to the left Shift + Tab (or left arrow key if cell is empty)
One row up Up arrow key

One row down Down arrow key

First row Alt + Page Up

Last row Alt + Page Down

First column Alt + Home

Last column Alt + End

Nonprinting Characters in Tables
If you turn on hidden characters, you will see special markers at the end of rows and columns:

Sales:-Reportq] @ ==
1

= x [ [ fr
e [ [ [
== = = =
e [ [ [
HOEOE R H

As well, any hidden borders will be displayed as blue gridlines. These will never be printed, but
you can toggle their display on or off by clicking Table Tools — Layout = View Gridlines.

168 of 413



Microsoft Office Word 2016 — Part 1

AcTivity 4-1
Inserting a Table

In this activity, you will begin constructing a report using tables.

1. Open Microsoft Word 2016 and open Activity 4-1:

Activity 4-1

Microsoft Word Document
11.4 KB

2.  First, let’s add a Quick Table to the document. Click to place your cursor below the

“Supplies Required” heading:

‘Prod uction Summary

Totals by Product

Supplies Required

I

vl " -
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3. Then, click Insert - Table - Quick Tables - Tabular List:

H ©- O

File Home

L
B =
1
Cover Blank Page
Break

Page~ Page
Pages

Design Layout

[ o [eg &

Table
i Pictures -
Insert Table

I
I

B Insert Table..
E Draw Table

i

@ Excel Spreadsheet
Quick Tables 3

a

References

Pictures Online Shapes SmartArt Chart Screenshot & My Add-ins ~ Wikipedia

Tell me v

w

Mailings Review View

rl:' I I o a Stare En‘@

Online
& Video

stions Add-ins Media

Double Table

The Greek alphabet

Lottarnams  Lipp:

g
mm
IR

Matrix

City o1 Town Poirt A
Point & -
Pointd 87

Paint B PointC PaintD Paint E

PaintC 54
Polnto £
PaintE o3

HEH |
=

Tabular List

Books 1

Magarines 3

Mateboaks 1 L\\)
Paperpads 1

Pens E)

Pencils 2

Highlighter 2 enlors

Seissors 1 pair

With Subheads 1

Enralimentin kool colleges, 2005

College New students
Undergraduate

Cadar University 10 0e 7

Graduating students  Change

Elm College 1 pot] 9

Maple Aademy 1 120 -u

With Subheads 2
Ensollmentin kocal colleges, 2006

College Nawstudants
Undergraducte

Ceeclar University 10 103 +

Gradusting students  Change

fimolloge Ee) na .q

Maple Academy a7 120 77
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4. The table will be inserted. We can update its contents later:

Production Summary

Totals by Product

soupplies Required

|

Books 1
Magazines | 3
MNotebooks | 1

Paper pads | 1

Pens 3
Pencils 2
Highlighter | 2 colors
Scissors 1 pair

[

5. Now, let’s add a table for the first heading. Click to place your cursor under “Totals by
Product:”

Production Summary

Totals by Product
T

171 of 413



Microsoft Office Word 2016 — Part 1

6. Click Insert > Table = Insert Table:

R = EEE

Cover Blank Page Table | Pictures Online Shapes Sr
Page~ Page Break > Pictures -

Pages Insert Table

I [
I [
I
I
I
I
I
I

[ Insert Table... %
[ Draw Table

E['a Excel Spreadsheet
) CQuick Tables 3

7. The Insert Table dialog box will open. Enter 5 for the number of columns and 7 for the
number of rows. Click OK:

Insert Table ? >
Table size
Mumber of columns: 1 =
Mumber of rows: 7 =

AutoFit behavior
(®) Fixed column width: |Auto =
() AutoFit to contents
() AutoFit to window

|:| Remember dimensions for new tables
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8.

9.

The table will be inserted. Fill it out to match the example below by clicking and typing

in each cell:
Lantern Flashlight Task Light Overhead Light

January 3837 3635 3939 2997

February 4248 2889 3394 2714

March 3781 3087 2721 3626

April 3208 4079 3866 3941

May 4355 3865 3870 3839

June 3084 4346 4190 3972

Save your document as Activity 4-1 Complete. Close Microsoft Word 2016.

173 of 413



Microsoft Office Word 2016 — Part 1

TOPIC B: Modify a Table

In the last lesson, we learned how to insert a basic table. However, there is so much more that
you can do with tables! In this topic, you will learn how to select and modify a table. You will
also learn how to use the Table Tools — Layout contextual tab and the Table Properties dialog
box.

Topic Objectives
In this topic, you will learn:
= Techniques for selecting a table
= About the commands on the Table Tools — Layout tab
= About the Table Properties dialog box
= How to add, delete, move, and resize rows and columns
* How to customize cell margins
* How to add a title to a table

TABLE SELECTION METHODS

To select a table, place your mouse over any part of the table. Then, click the four-headed
arrow icon above the top left corner of the table:

Sales Report

2

You can also click and drag over the table or any of its parts:

Sales Report

11—
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Or, use the Select menu on the Table Tools — Layout tab to select a table or its parts:

=] = Document! - Word

File Home Insert Design Layout References Mailings Review View

i Q Tl ant to do...
/' 4y [====] 3 * an s g
S g 4 v € > T = & [ Height: 2.89 B Distribute Rows
Select Vie.w Properties  Draw Eraser Delete Insert Insert Insert \n.sert !!Erge Split  Split  AutoFit ﬁwidth: 255"
= |y Gridlines Table A Above Below Left Right Cells  Cells Table
[ Select Cell Draw Rows & Columns 1 Merge Cell Size I

2| T Distribute Columns

[ Select Column
[ Select Row
[ Select Table

Just as with regular text, selecting parts of a table will tell Word what you want to modify.

THE TABLE TOOLS — LAYOUT CONTEXTUAL TAB

The Table Tools — Layout contextual tab is available when you select a table or when your
cursor is inside it:

Let’s look at its commands.
= Table group: Work with the table as a whole.
= Draw group: Manually draw a table, columns, or rows.
= Rows & Columns group: Modify rows and columns in the table.
= Merge group: Modify cells in the table.
= Cell Size group: Modify the size of rows and columns.
= Alignment group: Change how text is displayed in cells.
= Data group: Modify how table data is arranged.

THE TABLE PROPERTIES DIALOG BOX

The next item that we’re going to look at is the Table Properties dialog box. This is the central
location for most table settings.
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First, make sure that you select the portion of the table that you want to format. Then, to open
the dialog, right-click the table and click Table Properties or click the Properties command on

the Table Tools — Layout tab:

&

Page 2 B & - 136%
With either command, you will see this dialog box:
Table Properties ? *
Table Row Column Cell Alt Text
Size
[Dipreferred width:! |0 *| Measurein: |Inches
Alignment
Indent from left:
== == H - :
Left Center Right
Text wrapping
Hone Around 1]
EBorders and Shading... Options...
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Let’s take a look at what each tab in this dialog does.

Table Set the preferred width, alignment, indent, and text wrapping for the table.
This tab also contains commands for the Borders and Shading dialog and the
Table Options dialog (used to set cell margins and spacing).

Row Specify the row height and if it is allowed to break across pages.
Column Specify preferred column width.
Cell Specify preferred width and alignment. Also contains an Options button, which

opens a dialog where you can set cell margins and wrap options.

Alt Text Specify alternative text for the table, which will improve its accessibility.

INSERTING AND DELETING ROWS AND COLUMNS

The easiest way to insert a row is to move your cursor to the beginning of the row that you
want the new row to appear after. Then, click the Insert Row icon:

Sales Report

3

+;

You can also use this technique to insert columns:

Sales Report
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You will also find commands to insert and delete rows and columns on the right-click menu and

on the mini toolbar:

Sales Report
Calibri (B ~ |11 Coa s m' B_l'

+ B I Insert Delete

Paste Options:

el

- S Y
=4

2 Ls LA
,(D Smart Lookup O

Synonyms 3

@&3‘ Translate

Insert 3
Delete Cells...

B Split Cells...
Border Styles 4

| ﬂ Text Direction...
Table Properties...

Hyperlink...

U e sl

Mew Comment

And in the Rows & Columns group of the Table Tools — Layout tab:

= Document1 - Ward
Home  Inset  Design  Llayout  References  Malings  Review  View Q Tell me what you want to do...
g + y
h} E = 7 = =l e % % Sl Height 289" > B Distribute Rows
Select View Properties Draw Eraser |Delete lnsert Insert Insert Insert | Meige Split Split  AuloFit g, 255 2| FH Distrbute Columns
-+ Gridiines Table - Above Below Left Right | Cells Cells Table | - -
Table Draw Rows & Columns ] Merge Cell Size ]

You can also select entire rows or columns and press Backspace on your keyboard to delete
them. To delete the entire table, select it using the methods described previously and press
Backspace on your keyboard.
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MOVING AND RESIZING ROWS AND COLUMNS

To manually adjust the size of rows or columns, click and drag the row or column separator:

Sales Report

+|+-‘_

You can double-click the separator itself if you want Word to fit the row or column to its text:

Sales Report

]

Month ++
January

February
March
April
May
June|

You can also set the height of rows and the width of columns in the Cell Size group on the Table
Tools — Layout tab:

=] : Document! - Ward
File Home Insert Design Layout References Mailings Review View Design Layout Q Tell me what you want to do...
i 1) B .
% E 7 = 5 € 3 % % 2 Height: 289" | B Distribute Rows
Select \Fia.w Properties  Draw Eraser Delete Insett Insert Insert In.sert Merge Split  Split  AutoFit ﬁwidth: 255" B & e e
Gridlines Table - Above Below Left Right s Cells Table
Table Draw Rows & Columns r} Merge Cell Size F}

This can apply to all rows and columns or just those that you have selected. The Distribute
Rows command will make all selected rows the same height, while Distribute Columns will
make all selected columns the same width.

Finally, you can use the AutoFit commands to have Word automatically size your table based on
various criteria:

H ©- = Document] - Word

File Home Insert Design Layout References Mailings Review View Design ; Tell me what you want to do...

h} E EI/‘ D S‘q l—:I m (El E) % % % EDHelght: 0.14" z EEDlstnbuteRows

Select View Properties Draw FEraser = Delete Insert Insert Insert lInsert Merge Split  Split
- Gridlines Table ~  Above Below Left Right Cells Cells Table

Table Draw Rows & Columns [F] Merge

A"*_O':‘* CaWidth: (162" | [ Distribute Columns

B3 AutoFit Contents ze &
HE  AutoFit Window
]
=

Fixed Colump Width
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To move columns or rows, use the cut, copy, and paste commands.

CUSTOMIZING CELL MARGINS

To customize the amount of white space between the table’s cell borders and their contents,
click Table Tools — Layout - Cell Margins:

H ©- : Document] - Word

File Home  Insert  Design  layout  References  Mailings  Review  View  Design [T

1 i o R =
h E 7 X i 5 % % % $lHeight: 014 2| B Distribute Rows 838 A3 @
B X BEE —
Seect View Properfis Diaw Erser | Delete Insert Insen Insert Inset  Merge Spit Spit | AuoFt Shwigus 162 *| EH Distribute Columns Tet | Cell
- Gridlines Table - Above Below Left Right Cells Cells Table - % - E & & pir

Table Draw Rows & Columns ] Merge Cell Size ] Alignment

ection Margins

(You can also click the Options button in the Table Properties dialog box.)

Then, enter the desired margins and click OK:

Table Options ? >

Default cell margins

4k
]

Top: R Lefiz 0.08"

4

4k
]

Bottom: |.08] Right: |0.08" =

Drefault cell spacing

=]

|:| Allow spacing between cells

Options
Automatically resize to fit contents

Note that these settings can only be applied to the entire table.

SETTING TABLE TITLES

To add a title to the table, right-click the table and click Table Properties or click the Properties
command on the Table Tools — Layout tab:
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Blmm Ag
sEE =

Ted  Cel

e 014 0| B Distribute Rows

ge Spit Spit Aol s 6

ells  Cells Table © | Ditibute Columns HEH o
Sales Report
¢ 1%L wer ven
la ca

[

The Table Properties dialog box will open. Click the Alt Text tab:

Table Properties ? >
| Jable | Row  Column  Cel altmrt[}3
Size
DPreferredyidth: 0 + | Measure in: |Inches
Alignment
Indent from left:

== == H |- :

Left Center Right
Text wrapping

Mone Around Eositionimng ..

Borders and Shading... Dptions...
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Here, you can enter a title as well as a description if desired:

Table Properties ? ot
Table Row Column Cell Al Text
Title
Sales Report - Quarter 1|
Description
Alternative Text

Titles and descriptions provide alternative, text-based representations of the
information contained in tables, diagrams, images, and other objects, This
infarmation is useful for people with vision or cognitive impairments who
may not be able to see or understand the object.

Atitle can be read to a person with a disability and is used to determine
whether they wish to hear the description of the content.

Click OK to apply the title to the table. It will not be visible in the document but will be
accessible by screen readers and other accessibility programs.
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ACTIVITY 4-2

Modifying a Table

In this activity, you will further modify the table that you created in the last activity.
1. Open Microsoft Word 2016 and open Activity 4-2:
2.  First, we need to add a new column for a product that was omitted from the first draft

of the report. Move your mouse over the column separator between “Task Light” and
“Overhead Light.” Click the Insert Column icon that appears:

Activity 4-2
Microsoft Word Document
12.5KB

- Totals by Product| @
Lantern Flashlight Task Light FOverhead Light
January 3837 3635 3939 2997
February 4248 2889 3394 2714
March 3781 3087 2721 3626
April 3208 4079 3866 3941
May 4355 3865 3870 3839
June 3084 4346 4190 3872

Totals by Product

Fill in the this new column with the values shown below:

Lantern Flashlight Task Light Storm Lamp | Overhead Light
January 3837 3635 3939 4188 2997
February 4248 2889 3394 4492 2714
March 3781 3087 2721 3462 3626
April 3208 4079 3866 4574 3941
May 4355 3865 3870 35961 3839
June 3084 4346 4190 3256 3872

4. Now, let’s add a total row. Ensure that you are in the last row of the table. Then, click
Table Tools — Layout = Insert Below:

H = Activity 4-2 - Word

File Home Insert  Design  Llayout  References ne what you want to do...

B @™ FHH el ol BB = B2 5

h‘) E D > W g | E

Select View Properties Draw Eraser | Delete Insert Insert Insert Insert Split  Split | AutoFit =i [13°

eor 2 1.

- Gridlines Table Above Below, Left Right Cells  Table
Table Draw Rows & Colu & Merge

Mailings ~ Review Layout

§[Height 014 | B Distribute Rows

% H pistribute Columns

Cell Size [F]
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8.

Place your cursor in the first cell of this row. Type, “TOTALS:”

z1otals by Product

Lantern Flashlight Task Light Storm Lamp | Overhead Light

January 3837 3635 3939 4188 2997
February 4248 2889 3394 4492 2714
March 3781 3087 2721 3462 3626
April 3208 4079 3866 4574 3941
May 4355 3865 3870 3961 3839
June 3084 4346 4190 3256 3972
TOTALY |

Next, let’s adjust the cell margins. Click Table Tools — Layout - Cell Margins:

Activity 4-2 - Word

Design  Layout ef ailings i View

NEEREEEEEEEEEEEEL T

2| Bivibuerows S AZ [l
o 228 —
Select View Properties Draw Eraser Delete Insert Inseit Insert Insert Soit Spit ARt Dl (13 | EH DisibteColumns | ) 1 [ Cel
Gridlines Table - Above Below Left Right Cells  Table - Margir
o - = — 5 e

Enter .08 for both the top and bottom margins. Click OK to apply your settings:

Table Options ? *
efault cell margins
Top: 03 || Left:  |0.08° =
Bottom: |.08 || Right: |0.08" =
Default cell spacing
[ ] Allow spacing between cells |0 =

Options
Automatically resize to fit contents

The changes will be applied. Next, click the four-headed arrow icon in the top left-
hand corner of the table to select it:

Cancel

»Jotals by Product

&
} ‘ Lantern Flashlight Task Light Storm Lamp | Overhead Light

January 3837 3635 3939 4188 2997

February 4248 2889 3394 4492 2714

March 3781 3087 2721 3462 3626

April 3208 4079 3866 4574 3941

May 4355 3865 3870 3961 3839

June 3084 4346 4190 3256 3972

TOTALS
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9. Click Table Tools — Layout - AutoFit - AutoFit Contents:

H s Activity 4-2 - Word

File Home  Inset  Design  layout  References  Mailings  Review Layout

7 [ M EE B EE ) aeer
4 € > § 2 0.14
h} E = = 5 = | & Elneight o1+ =] FF Distribute Rows
Select View Properties Draw Fraser | Delete lnsert Insert Insert Insert | Merge Split  Split | AuoRit =g, 13- =1| £ Distribute Columns
Gridlines Table - Above Below Left Right | Cells  Cells Table
Table Draw Rows & Columns [ Merge H AutoFit Contents ze [

B AutoFit Window
L
|==]

Fixed Colump Width

10. The table will be automatically resized to better suit its contents:

s 1otals by Product

Lantern | Flashlight | Task Light | Storm Lamp | Overhead Light

January | 3837 3635 3939 4188 2997
February | 4248 2889 3394 4492 2714
March 3781 3087 2721 3462 3626
April 3208 4079 3866 4574 3941
May 4355 3865 3870 3961 3839
June 3084 4346 4190 3256 3972
TOTALS

11. Save your document as Activity 4-2 Complete. Close Microsoft Word 2016.
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TOPIC C: Format a Table

Now that we’ve learned the basics of creating tables, it’s time for the fun stuff. In this lesson,
we’ll learn how to use pre-defined styles to format tables. We'll also look at the Table Tools —
Design contextual tab.

Topic Objectives
In this topic, you will learn:
* How to format a table with styles
= How to change the fonts in a table
* How to use the Table Tools — Design contextual tab

TABLE STYLES

Table styles are the easiest way to format a table. To apply a style, place your cursor inside the
table. Then, click one of the thumbnails in the Table Styles gallery on the Table Tools — Design
tab. You will see a preview as you move your mouse over each thumbnail:

Sales Report

Math Widgets Hammers Nails

January 64860 96297 54252
February 60251 82447 64876
March 84433 62753 50868
TOTALS 209544 241497 169996
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Like other style galleries we have looked at, you can click the up and down arrows to navigate
through the available styles, or click the More arrow (7)) to see all styles:

Plain Tables -

(]
-~
(=8
;'
=
m
wn

B Modify Table Style...
B3 Clear
i Mew Table Style...

Note the Clear command at the bottom of the menu, which will clear the current style from the
table.

187 of 413



Microsoft Office Word 2016 — Part 1

TABLE FONTS

There are a few ways that you can modify the fonts used in a table. The easiest way is to select
the desired text and use the commands on the Home tab or mini toolbar, just as you would

with regular text:

AaBbCcDe | AaBbCeDe AaBbC

&

January 64860 96297 542(. ‘
February 60251 82447 648 7 Paste Options:
March 84433 62753 508t i

TOTALS 209544 241497 1699¢

Or, you can modify the table’s style to change the font. This will in turn change the font for any
table that uses that same style. To begin, right-click the style thumbnail from the Table Styles

gallery on the Table Tools — Design tab and click Modify Table Style:

H ©-

File Home Insert Design

| Header Row
¥| Total Row
| Banded Rows

(4] =

/| First Column
Last Column

Banded Columns

Table Style Options

Document - Word

References Mailings Review

Apply (and Clear Formatting)
Apply and Maintain Formatting
Mew Table Style

Meodify Table Style |}
Delete Table Style

Set as Default

Add Gallery to Quick Access Toolbar

Table Tools
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The Modify Style dialog box will open. In the middle of this dialog box, you will see commands

to change the font face, size, effects, and color:
Modify Style >
Properties
Mame: Table Grid
Style type: Table
Style based om: B Table Normal b
Formatting
Apply formatting to: Whole table e
Calibri [Body) ~[11|~| B I U Automatic w
v Yept— | Automatic e EE - Mo Calor e E -
Jan Feb Mar Total
East 7 7 5 19
West B 4 7 17
South 8 7 9 24
Total 21 18 21 60
Line spacing: single, Space
After: O pt, Box: [Single solid line, Auto, 0.5 pt Line width), Priority: 60
Based on: Table Mormal
@ Only in this document (::l Mew documents based on this template
Format = Cancel
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You can access more advanced options by clicking Format - Font:

Table Properties...
Borders and Shading...
Banding...

Font...

Paragraph... b
Tabs...

Teut Effects...

Modify Style >
Properties
Mame: Table Grid
Style type: Table
Style based om: B Table Normal b
Formatting
Apply formatting to: Whole table e
Calibri (Body) ~ M|~ B I U Automatic w
v Yept— | Automatic e EE - Mo Calor e E -
Jan Feb Mar Total
East 7 7 5 19
West B 4 7 17
South 8 7 9 24
Total 21 18 21 60
Line spacing: single, Space
After: O pt, Box: [Single solid line, Auto, 0.5 pt Line width), Priority: 60
Based on: Table Mormal
@ Only in this document O Mew documents based on this template

Once you have finished making your font changes, click OK to apply the style modifications.
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THE TABLE TOOLS — DESIGN CONTEXTUAL TAB

In addition to the Table Styles gallery, you will find a number of other design commands on the
Table Tools — Design tab:

H - 0 : Document! - Word able Tools

File Home  Inset  Design  Layout  References  Mailings  Review  View |[IELELN Lavout

H|—— K X2

/| Header Row [/ First Column
/] Total Row Last Calumn - fpt —— e
| Shading | Border ' — Borders Border
/| Banded Rows [_| Banded Columns T Styles - L Pen Color- Painter
Table Style Options Table Styles Borders I

Here’s an overview of the groups on this tab:
= Table Style Options group: Toggle various types of table formatting on and off.
= Table Styles group: Control the appearance of the table.
= Borders group: Customize the borders in the table.

ACTIVITY 4-3
Formatting a Table

In this activity, we will format the table in our production summary report.

1. Open Microsoft Word 2016 and open Activity 4-3:

f— Actl‘.flt_‘,." 4'3
— | Microsoft Word Document
—| 12.6KB

2.  Click inside the first table to place your cursor there. Then, click the Table Tools —
Design tab:

Production Summary

Totals by Product

Lantern | Flashlight | Task Light | Storm Lamp | Overhead Light

lanuary | 3837 | 3635 939 4188 2097
Fobruary | 4248 | 2860 1304 4492 74
March | 3781 | 3087 wn 3462 3626
Apil | 3208|4079 3866 4574 3041
May 435 | 3865 870 3961 3839
lune 084|436 | 4100 3256 3972
TOTALS

Supplies Required

Tape 1
Notebooks 1
Pager pads 6
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3.  Click the More arrow in the Table Styles gallery:

H [¢] = Activity 4-3 - Word

File Home  Inset  Design  Layout  References  Mailings  Review

/| Header Row [+ First Column B ™
Bk % pt . &%
I g Shading Border Borders Border

@} - Styles - L Pen Color = - Painter

Table Style Options Table Styles Borders [}

Total Row Last Column
| Banded Rows Banded Columns

4.  Click the thumbnail for the “Grid Table 5 Dark — Accent 1” style:

Plain Tables -

&
E
(=%
&
=
7
n

7
L

ew Table Style...
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5. The style will then be applied:

mlotals by Product

" Lantern '

3837
4248

3781

Flashlight : Task Light | Storm Lamp | Overhead Light

3635 3939| 4188 2997
2889 3394 4492 2714
3087 2721 3462 3626
4079 3866 4574 3941
3865 3870 3961 3839
4346 4190 3256 3972

O

6. Let’s modify the font for this style. Right-click the style thumbnail in the Table Styles
group and click Modify Table Style:

H ©-

(&) =

File Home B

Header Row First Calumn

["] Total Row [ Last Column

Banded Rows | | Banded Columns
Table Style Crptions

7. The Modify Style dialog box will open. Click the Font drop-down

Candara:

Design

Activity 4-3 - Word

Layout References Mailings
EEE—
BEE=E s EEEEE B====
= [ SSos DEEEE BEEEEE
=== S R,
== B_——— HE-—_——-

Apply (and Clear Formatting)

Apply and Maintain Formatting
MNew Table Style

Madify Table Style h

Delete Table Style

Set as Default

Add Gallery to Quick Access Toolbar

Modify Style

Properties
MName:
Style type:

Style based on:
Formatting

Apply formatting to:

0 Cambria
0

% Candara
0 CASTELILAR
0 Centaur

0 Century

0 Chiller

C s e
© Calibri Light

¢ Californian FB

0 Calisto MT

0 Century Gothic
0 Century Schoolbook

(®) Only in this document (O New documents based on this template

? *
Grid Table 5 Dark - Accent 1 |
|Tabe ~]
‘ FH Table Mormal
| Whole table

=

[ mtomae [
~
Fe-[ FIER

Mar

Total

0.5 pt Line width])

v

==

menu and click
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8. Change the font size to 12:

Modify Style ? X

Properties

Mame: |Grid Table 5 Dark - Accent 1

|
Style type: [Table ~]

Style based on: | B Table Mormal

Formatting
Apply formatting to: |Wh0|etab|e

v EE] 8 1 u [ avonatc Y]

a8

~
Vz?ﬁ | Automatic EEI'||
11

. 7 24 |
Total 26 ¥ 18 21 60

Fant: Candara -
Line spacing: single, Space
After: 0 pt, Box: (Single solid line, Background 1, 0.5 pt Line width}
Pattern: Clear [Accent 1), Priority: 51 W

@ Cinly in this document O Mew documents based on this template

o || e

9. Click OK to apply the changes:

Madify Style ? *
Properties
Name: |Grid Table 5 Dark - Accent 1 |
Style type: |Table
Style based on: | B Table Mormal
Formatting
Apply formatting to: |Wh0|e table

<

v s 1 o | e
| | Vzpt_l Automatic Bﬂv“

Jan Feb Mar

RN ;
west [ g

South 8

Total 21

Font: Candara, 12 pt A
Line spacing: single, Space
After: O pt, Box: (Single solid line, Background 1, 0.5 pt Line width)
v

Pattern: Clear (Accent 1), Priority: 51

@ 2nly in this document O Mew documents based on this template

| ok b“ Cancel
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10. The font will now be updated:

11.

mlotals by Product

3635 3939 4188 2997
2889 3394 4492 2714
3087 2721 3462 3626
4079 3866 4574 3941
3865 3870 3961 3839
4346 4190 3256 3972

Production Summary

Totals by Product
Lantern Flashlight Task Light Storm Lamp Overhead Light

3837 3635 3939 188 2997

4248 2889 3394 4492 2714
March 3781 3087 2721 3462 3626

p 4079 3866 4574 3041
3865 3870 3961 3839

4346 4190 3256 3072

Supplies Required

Tape 11
Notebaoks 1

Paper pads 6

Pens 3 packages
Hammer 1

w s - ' + e
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12. Click the More arrow in the Table Styles gallery. Then, click the thumbnail for the “Grid
Table 5 Dark — Accent 1” style:

Plain Tables -

List Tables

13. The style, including the custom font, will be applied:

moupplies Required

Tape 1|
Notebooks 1
Paper pads 6
Pens 3 packages

Hammer 1

| )

14. Save your document as Activity 4-3 Complete. Close Microsoft Word 2016.
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TOPIC D: Convert Text to a
Table

Although Word does have the ability to create great tables, you may find that you need to
move data into another program. Although not all data programs support Word’s default
format, most programs do support plain text files (.txt) or comma separated values (.csv) files.
Conversely, you may find the need to convert plain text into tables. These tasks will be covered
during this topic.

Topic Objectives

In this topic, you will learn:
= How to use the Convert Text to Table dialog box
= How to use the Convert Table to Text dialog box

THE CONVERT TEXT TO TABLE DIALOG BOX

To convert data into a table, first select the target data. Then, click Insert - Table - Convert
Text to Table:

Design Layout

B D= B okd &

Cover Blank Page  Table Pictures Online Shapes
Page~ Page Break @ Pictures -

Pages Insert Table

Insert Table...

Draw Table

Conyert Text to Table...

Excel Spreadsheet h

Quick Tables »

M| &g B H
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Then, specify the number of columns you want, how Word should AutoFit the text, and how
the text is separated. (Usually Word is good at picking up this information from the table, but
always double-check the settings.) Click OK when you are ready:

Convert Text to Table ? >
Table size

Mumber of columns: Iy =

Mumber of rows: i 5
AutoFit behavior

(®) Fixed column width: |Auto =

Cl AutoFit to contents
() AutoFit to window
Separate text at

OEaragraphs OCnmmas
(®) Tabs () Other: |-

Once you click OK, your text will be transformed into a table. You’ll have some adjusting and
formatting to do, but it’s a start!

Sales Report

X
Month Widgets | Hammers | Nails
January 97827 85792 77670
February 91756 93059 80148
March 83462 69023 54002

THE CONVERT TABLE TO TEXT DIALOG BOX

To convert a table into plain text, first select it. Then, click “Convert to Text” in the Data group
of the Table Tools — Layout tab:

Sales Report

Month Widgets Hammers  Nails

January 64860 96297 54252
February 60251 82447 64876
March 84433 62753 50868
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Then, specify how you want your data to be separated. (Typically you will want to pick tabs or
commas.) Click OK to convert the table:

Convert Table To Text ? ot
Separate text with
OEaragraph marks
@®Tabs
Cl Commas
() Other: |-
Convert nested table
QK Cancel
BECTEIN
Now your table will appear as plain text:
Month Widgets Hammers
January 97827 85792
February 91756 93059
March 83462 69023

To complete the conversion, save your document as a plain text (.txt) file.

ACTIVITY 4-4

Converting Text to

a Table

77670

20148

54002

In this activity, you will use Word’s conversion tools to make sense out of a poorly formatted

production report.
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Summary

This lesson was all about tables. You learned how to insert a table, modify its components, and
format it using a variety of different tools. You also learned how to convert text to a table and
vice-versa.

REVIEW QUESTIONS

1. Which two contextual tabs are available when working with tables?

2. What are the horizontal components of tables properly referred to as?

3. Which keyboard shortcut allows you to move to the last column of a table?
4. List at least one way to insert a row into a table.

5. Which dialog box contains many settings for tables?
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LESSON 5:
MANAGING LISTS

Lesson Objectives

In this lesson you will learn how to:
= Sort alist
= Renumber a list

= Customize a list
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TOPIC A: Sort a List

Earlier in this course, you learned how to create bulleted and numbered lists. In this topic, you
will learn how to automatically sort these lists. In fact, you can apply Microsoft Word’s sorting
tools to any text, including tables and paragraphs.

Topic Objectives

In this topic, you will learn:
= About the sort types available in Microsoft Word
=  What sort fields are
= How to sort text

SORT TYPES

Microsoft Word allows you to sort lists based on three data types:
» Text: Sorts data numerically and then alphabetically.
* Number: Sorts data numerically.
= Date: Sorts items in chronological order. Works for both dates and times.

All of these sorts can be performed in ascending or descending order.

SORT FIELDS

Sort fields set the criteria that data is sorted by. For example, you could have Word sort a table
by first name and then last name to get an alphabetical list. You can choose up to three fields
when sorting data in Microsoft Word.

SORTING TEXT

To sort text, select the items to sort and then click the Sort command on the Home tab:

Document Qutline

1. Executive Summary
2. Business Overview

3. Company Description

4. Marketing and Sales Strategy
5. List of Products and Services
6. Market Analysis
7. Organization Structure
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The Sort Text dialog box will appear. Here, you can set your sort field (1), data type (2), and
sort order (3). You can even choose multiple fields if you like:

Sort Text
@ . -
Ascendin
Paragraphs | Type: @ g
() Descending
Then by
T | Ascending
Descending
Then by
Type: |Text Ascending
Descending
My list has
O Header row @ Mo header row
Options.. Cancel

When you are ready, click OK. Your data will be sorted according to the chosen criteria.

Here, we have performed a simple alphabetical sort. Word has renumbered our list to reflect
the new order applied by the sort:

Document Contents

Business Overview

Company Description
Executive Summary

List of Products and Services
Market Analysis

Marketing and Sales Strategy

NenRWw N

Organization Structure
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AcCTivITY 5-1
Sorting a List

In this activity, you will sort a time sheet by several criteria.

1. Open Microsoft Word 2016 and open Activity 5-1:

—. Activity 5-1
mE Microsoft Word Document

—| 13.7KEB

2. Click inside the table. Click Home - Sort:

Time Sheet —Week 1, Quarter 4, 2020

First Name | Last Name | Hours Billed
Alica St 3
Bob Hanson 0
Amanda | Hines ESS
Xavier  Mintern 0
Carl w.
Gabriel | Mintern

3.  We want to sort this table by last name and then by hours billed. For the “Sort by”
field, click the drop-down arrow and click Last Name:

Sort ? *
Sort by
First Name Type: Texut v @ Ascending
First Name Using: | Paragraphs > () Descending
Type: Text | (@ Ascending
(O) Descending

Using: |Paragraphs

Then by
Type: Text Ascending
o ding
Using: |Paragraphs escending
My list has
(@ Header row () Mo header row
Options.. Cancel
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4.

5.

Word will automatically detect that this is a text field. As well, the ascending sort

option is fine for our purposes. Next, click the first “Then by” field and click Hours

Billed:

Sort

Sort by

First Mame

Type:

First Mame

rHours Billed

1=

Type:

Then by

My list has

Options...

Using:

Type:

Using:

(® Header row () Mo header row

Using:

Text

Paragraphs

Text

Faragraphs

Text

Faragraphs

4 pod

v @&scending
Ogescending

s @Asgending
O Descending

Ascending

Descending

Word should automatically detect that this field contains numbers. (If not, select the

Number option from the Type menu.) Ascending order is also fine for this sort:

Sort 7 3
Sort by
Last Mame w | Type: | Text | ® Ascending
Using: |Paragraphs v Ogescending
Then by
Hours Billed ~ | Type: Number « | @ Ascending
Using: |Paragraphs e O Descending
Then by
~ | Type: Text w @Ascendlng
Using: |Paragraphs o O Descending
by list has
(® Header row () Mo header row
Options... Cancel
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6.

7.

8.

Click OK:
Sort ? b
Sort by
Last Mame ~ | Type: Teut v @Ascending
Using: |Paragraphs v Ogescending
Then by
Hours Eilled ~ | Type: | Number +| ® Asgending
Using: |Paragraphs v ODescegding
Then by
| Type:r | Text | @ Ascending
Using: |Paragraphs e ODescending
My list has
(® Header row () Mo header row
Options... Cancel
The data will now be sorted:
First Name | Last Mame | Hours Billed
Bob Hanson 40
Amanda Hines 35
Gabriel Mintern 25
Kavier Mintern 40
Alice Smith 35
Carl Warner 25

Save your document as Activity 5-1 Complete and close Microsoft Word 2016.
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TOPIC B: Renumber a List

When working with lists, you may want to continue the list elsewhere in the document. Or, you
may want to set a particular starting value for your list. Luckily, Microsoft Word makes it easy to
renumber and customize list values.

Topic Objectives

In this topic, you will learn:
= About renumbering options for ordered lists

RENUMBERING OPTIONS

To add to an existing list, place your cursor at the end of the last item in the current list, press
Enter, and type your text:

Training Agenda - Word - (=) x

Insert  Design Layout References  Mailings Review  View signin Q) Share

Calibri (Body) |11 ~| A & | Aa- | 4 = -EERE- == P Find -

A

819 | aaebecpe mabeede AaBbCi AsBbcel AQB| assbecr D Rk
| 2 Replace

- - | TNormal TNoSpac.. Headingl Heading2  Title subtite =) N secee

Copy
<
~ Format Painter

B I U-sx,x A-¥-A-

Clipboard & Font Styles 5 Editing A

Health and Safety Training — Acme Widgets
Inc.

Day One
1. Course Overview
2. Whatis Health and Safety?
3. An Overview of Our Health Resources
4. An Overview of Our Safety Policy
—_ |

Day Two

1. Day Two Introduction
Violence in the Workplace
What is Bullying?
Resources Available to You
Workshop Wrap-Up

Ve e~

Pagelof2 S6words []2 5] B - 1 +  136%

If you have used the same numbering style for a second list, you can right-click the second set
of numbers and choose to continue the numbering:
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Pl

[ii

Day -

- fety Training
T-_n, Paste Options:
D

Adjust List Indents...
. Continue Numbering I}

:# Set Mumbering Value..

A Font..

. ty?

=% Earagraph.. Ith Resources

@ Smart Lookup sty Policy
Synonyms K

EHE‘ Tranzlate

'%, Hyperlink...

Mew Comment

L vay 1'wo INTroduction

2 _ PR
Calibri (Body) =11 - ~ .
alibri (Body) A A &‘_

il

I

B I U3~ A -:= -5~ Styles

5. Workshop Wrap-Up
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If you have continued the numbering, a “Restart at 1” command will be available as well:

Paste Options:

C"

In O

Adjust List Indents...

He. \fety Training

l— Restart at 1
Dﬂ\p‘ ] Continue Numbering

:#  Set Numbering Value...

1:°
5 A Font.. .W?

£ =0 Paragraph.. lth Resources
¢ O Smart Lookup sty Policy

- Synonyms *

E"g Translate
% Hyperlink...

L7 Mew Comment
L ul:lv (LA RS R LR L] )

;Calihri{Bnd}r]v N | p A &.ﬂv
a B I U~ A ~:i=-iS~ styles

You can also click Set Numbering Value from this menu to choose what starting value the list
will have:

Set Mumbering Value ? *

(®) Start new list
O Continue from previous list
Advance value [skip numbers)

Set value to:
f %

Preview: 1.

L
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AcCTiviTY 5-2

Renumbering a List

In this activity, you will add numbers to two existing lists.

1. Open Microsoft Word 2016 and open Activity 5-2:

—. Activity 5-2
mE Microsoft Word Document
—| 13.TKB

2. Select the four lines below “Salaried Staff” and the three lines below “Contractors:”

& ¥ cut

[l
aste . g
T S FomatPainter | B T U e X

Calibri (Body) ~ (11~ A A Aa~ A

A-¥-A- T Normal | TNo Spac.

Clipboard [ Font

Paragraph

Time Sheet Reporting Procedures

Styles

Salaried Staff

Log into TimePlex using your assigned user name and password.
Select Log Time from the main screen.
Fill in the details as appropriate.

Click Submit when you are finished.

Contractors
Complete the TimePlex PDF form. Ensure that all fields are filled in.

E-mail the completed form to billing@acmewidgets.com.

Print a copy of the form for your records.

7l

Page1of1  560f 63 words

T | asBbceoe| magbcede AaBbC( AaBbCe Assbeed AQBI
Heading 1 Heading2  Heading3

Title

5 Editing ~

¥ + 136%

(Remember, to select non-adjacent blocks of text, hold the Ctrl key while clicking and

dragging.)
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3.  Click Home - Numbering drop-down arrow and choose the style shown below:

= Activity 5-2 - Word
Home Insert Design Layout References
—J C - - -— —_ —_ —_—
Cut CalibriLight (= [26 ~| A" A" |Aa~ | %0 =2 == 4T | paecn: |
Cop : :
Paste : . 2 L a3k . |= = MNumbering Library
- ¥ Format Painter IS AR S SN ARS-4 L —
Clipboard = Font = 1 n
None ES 2)
3. 3)
L A a)
Il. B. b)
1il. C. c)

Define Mew Number Format...

4. The numbering will be applied. Click anywhere in the document to de-select the lists:

Time Sheet Reporting Procedures

Salaried Staff
1. Log into TimePlex using your assigned user name and password.
2. Select Log Time from the main screen.
3. Fillin the details as appropriate.
4. Click Submit when you are finished.

Contractors
5. Complete the TimePlex PDF form. Ensure that all fields are filled in.
6. E-mail the completed form to billing@acmewidgets.com.

7. Print a copy of the form for your record5.|
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5. Right-click the first line in the Contractors section. Click “Restart at 1:”

Time Sheet Reporting Procedures

Salaried

) [E2 = E

Staff

1. Loginto TimePlex using your assigned user name and password.

Select Log Time from the main screen.
Fill in the details as appropriate.
Click Submit when you are finished.

— . Tat oo .
Calibri (Bedy) ~ |11 A A é,e.‘
B I U3 - A -z . %E ~ Styles

Con

farg)
A

L

=

~ 7" PDF form. Ensure that all fields are filled in.

rm to billing@acmewidgets.com.

for your records.
Paste Options:

e

O

Adjust List Indents...

— Restartat 1 %

Continue Numbering

Set Mumbering Value...
Font...

Paragraph...

Smart Lookup

Synonyms 3
Translate

Hyperlink...

Mew Comment

6. Both lists will now have separate numbering:

Salaried Staff

1. Loginto TimePlex using your assigned user name and password.
2. Select Log Time from the main screen.
3. Fillin the details as appropriate.
4. Click Submit when you are finished.
Contractors
1. Complete the TimePlex PDF form. Ensure that all fields are filled in.
2. E-mail the completed form to billing@acmewidgets.com.
3. Print a copy of the form for your records.

7. Save your document as Activity 5-2 Complete and close Microsoft Word 2016.
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TOPIC C: Customize a List

Like many other features in Microsoft Word, lists offer many customization options, particularly
when dealing with multilevel lists. In this lesson, we will introduce you to some of the most
common list customization techniques.

Topic Objectives
In this topic, you will learn:
= About multilevel lists
= How to increase and decrease list levels
= How to create a new list style
= How to use the Multilevel List gallery
= How to customize the appearance and formatting of a list

MULTILEVEL LISTS

A multilevel list is a hierarchical list that has multiple levels of points and sub-points, each with
their own ordering scheme (letters, numbers, bullets, etc.) and style. As with a bulleted or
numbered list, multilevel lists can be applied to existing text or can be created as you type.

To start creating a multilevel list from existing text, select the target text. Then, click Home -
Multilevel List and choose the desired style:

ZoomFoods - Word

Design Layout References Mailings Review View @ Tell me what you want to d

(l
1

11
14

@ (Body] - A .| A [l ——RY
0 e s Calibri (Body) ~|11_~|A A | Aa W ESES 2L T | aapbcene] asb
Paste <L Allw

- - =M. A, -
- % Format Painter Bl IUR et X, [ OE - A

Current List
Clipboard [} Font [F]

1
a

List Library

Maone a) 1.1.

Define Mew Multilevel List...
Define Mew List Style...
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INCREASING AND DECREASING LIST LEVELS

To demote an item (move it down a list level), select that line (or multiple lines) and click the
Increase Indent command in the Paragraph group of the Home tab. You can also press Tab:

<
% cut Calibri (Body) + |11 ~| A" A" Aa=- 4

. D E3 Copy k

aste . c AW A Lo . ; )

"t formatpanter B 1 U vem X A~ ¥ A i TNormal MNoSpacing Heading1 Heading? Heading3  Title
Clipboard r. Font Styles

Document Outline

Executive Summary
Business Overview
The Origin of the Name:

. Our Mission

. Company Description
Marketing and Sales Strategy
Market Analysis

. Sales Team

N R W e

©

. List of Products and Services
10. Market Analysis
11. Organization Structure

2L | sagbocpe asBbCce AaBbC( AaBbCe assbcen AQBI |

L Find -
Eh

eplace

7 I Select

Editing

~

To promote an item (move it up a list level), select that line and click the Decrease Indent

command or press Shift + Tab:

ZoomFoods - Word

B X Cut

| MW LR
ER Copy
aste

Calibri (Body) - |11

B I U-ax,x A-¥-A- TNormal MNoSpacing Heading1 Heading2 Headingd  Title

~ Format Painter
Clipboard ® Font Styles
Decrease Indent

Move your paragraph closer to the
margin.

Document QOutline

-

Executive Summary

~

. Business Overview
a. The Origin of the Name
b. Our Mission

Company Description

Marketing and Sales Strategy

. Market Analysis

Sales Team

List of Products and Services

Market Analysis

Organization Structure

W oE NG YR W

3= 21T | aagbeen Asmbeene AaBbC AsBbCe assbeed AQBI

If you want to create a list from scratch, click Home - Multilevel List and type your list as

normal, promoting and demoting items as necessary using the commands listed above.

Converting a Numbered List

If you are working with a bulleted or numbered list and demote items as shown above,

Microsoft Word will automatically convert it to a multilevel list.
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LIST STYLES

The Multilevel List drop-down command also contains the Define New List Style option. This
option is used to create a new list style that can be saved to the document template and used
later on:

ZoomFoods - Word

Insert Design Layout References Mailings Q Tell mew
ke . - — R
| - CalioriBody) =[11 ~| A & Aa~ | A iz -i=-fge €235 2 T | aapcone Aadb
Cop .

Paste . = @, A . == Al

B ~ Format Painter R = A - i

Current List
Clipboard [F] Font [F]

1
a
i

List Library
1) 1
None a) 11,
) 144
&+ Article | Head
> Section 1.01

Chapter 1 Hs:

Define Mew Multilevel List...
Define Mew List Style... %

This command will open the Define New List Style dialog box. Simply set your options and click
OK to create the new style:

Define New List Style ? X
Properties

Hame: Style1

Style type: List
Formatting

Start at: 1 3

Apply formatting to: 1st level e

Indent:

Left: 0.25

Hanging: 0.25°, Qutline numbered + Level: 1 + Numbering Style: 1, 2, 3, ... = Startat: 1 +
Alignment: Left = Aligned at: 0.25" = Indent at: 0.5°, Priority: 100

@ Only in this document O Mew documents based on this template

Format = Cancel
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Once you have defined a style, the new style will appear in the Multilevel List drop-down menu:

ZoomFoods - Word

Tell me what you w

Insert Design Layout References

ks P . — a— -
O i;gcm Calibri (Body) ~|11 -| A" A" Aa- £ = -i=- °='—'%§§ 2L M| nambcede AaBbe
Paste E@ Copy 2 aby P All =
= ¥ Format Painter 50 O easEg o A- T A N e .
Current List
Clipboard ] Font )

a)
iy

List Library

None a)

List Styles

]

& Change List Level
Define Mew Multilevel List...

Define Mew List Style...

Define New Multilevel List vs. Define New List Style
When you define a list in this way, it can be saved to the document template and used for

future documents. If you simply define a new list via the drop-down menus on the Home tab, it

will only be available in the current document.
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THE MULTILEVEL LIST GALLERY

Let’s take a closer look at the gallery that opens when you click the Multilevel List command:

All =
Current List
al
iy
List Library
1) 1
Mone a) 11.
i 1.1.1
&+ Article |. Heas 1 Heading 1
- Section 1.011 | | 1.1 Haading 2
. (&) Haading 2 1.1.1 Haading
|. Heading 1 Chapter 1 Ha:
A Headin Heading 2
1. Headin Headin
List Styles
aj
iy
« Change List Level r

Define Mew Multilevel List...
Define Mew List Style...

You will see sections for the list currently in use, a library of styles available, and custom styles.
At the bottom of the menu, you will see commands to change the current list level (which will
be unavailable if a list item is not selected), define a new list, or create a new list style.
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LiIST APPEARANCE CUSTOMIZATION OPTIONS

To further customize a list, click the Define command at the bottom of any of the three drop-
down menus. For example, here is the command for the Bullets drop-down menu:

ZoomFoods - Word

Design Layout References Mailings

0 Calibri (Body) ~|11 ~| A" A Aa- A = -i=-%-. &E3= 4 O

= AaBbCcDc | /
Cop .
Paste ' . : | @, abe . Bullet Library
- ~ Format Painter BE 2 U - abe x, X[ - 2E - A
7
Cliphoard ] Font m || None | | @ O u ER X
Define Mew Bullet... I,\\)

And here is the resulting dialog:

Define Mew Bullet ? >

Bullet character

Symbol... Picture... Font...
Alignment:
Left A
Preview

Cancel
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LiIST APPEARANCE FORMATTING OPTIONS

You can customize many of the formatting aspects of lists in the same way that you can with
regular text. For example, you can increase the spacing between list items using the Line and

Paragraph Spacing command on the Home tab:

ZoomFoods - Word

Insert Design Layout References Mailings Review View Q Tell me what you w
[ o Calibri Body) ~|11 ~| A" A | Aa~ A Z-i=-%z- =24 T | spbcenc
Cop
Paste ) - = - oAl ==== 1=- -
o ~ Format Painter EREGRL 2 g A -4 A - - - ""_L\\) . - T Normal
Clipboard [P Font [ Para 1.
v 11
1.
2,
3.0
Line Spacing Options...
4 Add Space Before Paragraph
F  Remove Space After Paragraph

AcTiviTy 5-3

Customizing a List

Your Time Sheet Reporting Procedures document has gone through a revision by management.
You need to create a custom multilevel list style to display the steps correctly.

1. Open Microsoft Word 2016 and open Activity 5-3:
—- Activity 5-3

mE Microsoft Word Document
—| 15.1KB
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2. Click Home - Multilevel List - Define New List Style:

Insert Design

Layout

References

Activity 5-3 - Word

Mailings Review

AaBbCcDc  AaBhC

All=

ae C PR — = = —==|a
D Calibri Light (F - {26 -~ A A Aa~ L iE L. EE 4l q
Cop
Raie ~ abe 2 Ly .a L BE==
- ~ Format Painter B IU x X A-¥-A = ==

Clipboard (] Font

Current List
F]

1.

List Library
T 1.
Mane a) 11
iy 14.1
&+ Article | Hzza
= Section 1.011

Define New Multilevel List...

Define New List Style... L}

3.  For the name, enter “Time Sheet List.” Ensure that the “Apply formatting to” menu

says “1st level:”

Define Mew List Style ? *
Properties
|ﬂame: Time Sheet Lisﬂ |
Style type: List
Formatting
Start at: 1 $
|Agp|yformatting to: 1st level | ~
e 1oy |[—
= = | 123 vl Q @ | = =
1)
a)
i)
Q]
Indent:
Left: OF
Hanging: 0.25°, Qutline numbered = Level: 1 = Mumbering Style: 1, 2, 3, ... =+ Startat: 1 =
Alignment: Left = Aligned at: 0" + Indent at: 0.257, Priority: 100
@ Only in this document O Mew documents based on this template
Format = Cancel
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4. Click the Format button and click Numbering:

Define Mew List Style ? X
Froperties

MName: Time Sheet List

Style type: List
Farmatting

Start at: 1 =

Apply formatting to: 1st level e

i=| = | 123 v Q @ | E 3=
1)
a)
i)
(1)
Indent:
Left: O

Hanging: 0.25°, Cutline numbered = Level: 1 = Mumbering Style: 1, 2, 3, ... = Startat: 1 =
Alignment: Left = Aligned at: 0" = Indent at: 0.25°, Priority: 100

@ Only in this document O Mew daocuments based on this template

Font...

MNurmnbering...
Shortout key... D‘}
Teut Effects...
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5. The Modify Multilevel List dialog will open. In the “Enter formatting for number” field,

type “1.” Click OK:

Modify Multilevel list

Click level to modify:

mmummhwwi

Mumber format

Enter formatting for number:

1

Font...

HNumber style for this level:

Include level number from:

1,23 . bt
Pasition

MNumber alignment: | a5 « | Aligned at: g =
Text indent at: 0.25" = Set for All Levels..,

More ==

L

6. Backin the Define New List Style dialog, change the font color to “Blue-Gray, Text 2:”

Define Mew List Style
Properties
Hame: Time Sheet List
Style type: List
f Formatting
Start at: 1 -
Apply formatting to: 1st level

e 1 ou | —]

= .— Automatic
= = 1,23 . ~| € u
Theme Colors _—
B u HE B ——
|
| ——
! I T
i n
i Standard Colors
M (] EEEEN
wy  More Colors...
| Indent:
Left: 07

Hanging: 0.25°, Outline numbered + Level: 1 = Numbering Style: 1, 2, 3, ... = Start at: 1 +
Alignment: Left = Aligned at: 0" = Indent at: 0.257, Priority: 100
@ Only in this document O Mew documents based on this template

Format = oK Cancel
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7. Add a bold effect:

Define Mew List Style ? X
Properties

Mame: Time Sheet List

Style type: List
Formatting

Start at: 1 -

Apply formatting to: 1st level v

1— —

== | Lz v| Q g | &= 3=

z— a—

(M

Font color: Text 2, Text Fill, Indent:
Left: O°

Hanging: 0.25%, Outline numbered =+ Level: 1 + Numbering Style: 1, 2, 3, ... = Startak: 1 =
Alignment: Left = Aligned at: 0" = Indent at: 0.25", Priority: 100

@ Only in this document O Mew documents based on this template

Format = oK Cancel

8. Click the “Apply formatting to” menu and click “2nd level:”

Define New List Style ? X
Properties
MName: Time Sheet List
Style type: List
Formatting
Start at: 1 -
Apply formatting to: 1st level ~
st level
~ w
3rd level
7= — 4th level
i=| iz | [12&3e Sth level
6th level
1 ——7th level
gth level
gth level
a)
i}
(1
Font: Bold, Font color: Text 2, Text Fill, Indent:
Left: 07
Hanging: 0.25°, Outline numbered =+ Level: 1 + Numbering Style: 1, 2, 3, ... = Start at: 1 =
Alignment: Left + Aligned at: 0" = Indent at 0.25", Priority: 100
@ Only in this document O Mew documents based on this template
Format ~ Cancel
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9. Click Bullets in the Define New List Style dialog:

Define Mew List Style

Properties
Hame:
Style type:

Farmatting
Start at:

Apply formatting to:

w

7 >
Time Sheet List
List
1 =
2nd level w

B I U | I -

w
= [i—
= = a, b
3
1.
a)
i)
(1
Indent:
Left: 0.25

Format ~

Hanging: 0.25°, Outline numbered = Level: 2 + Numbering Style: a, b, ¢, ... + Startat: 1 +
Alignment: Left = Aligned at: 0,25 = Indent at: 0.57, Priority: 100

@ Only in this document O New documents based on this template

10. Click the drop-down menu next to the Bullets command. Choose the diamond bullet:

Define New List Style ? X
Properties
HName: Time Sheet List
Style type: List
Formatting
Start at: 1 =
Apply formatting to: 2nd level ~
Symbal w ~|| B I U | I
i = | Bullet s v| @ @ | £ =
00001, 00002, 00003, ..  ~
1. Bullet: »
Bullet: »
o g Dullet: ®
. W
Bullet: =
i)
M
Font: Symbol, Indent:
Left: 0.25°
Hanging: 0.25°, Outline numbered + Level: 2 = Numbering Style: Bullet + Aligned at: 0.25" +
Indent at: 0.5°, Priority: 100
@ Only in this document O MNew documents based on this template
Format ~ Cancel
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11.

12.

The two list levels are now complete. Click OK to create the new style:

Define New List Style ? X
Properties
Hame: Time Sheet List
Style type: List
Formatting
Start at: 1 =
Apply formatting to: 2nd level
Symbol w ~«| B I U Automatic ~
= 2 | e | O D
1.
‘

M

Font: Symbol, Font color: Auto, Indent:
Left: 0.25°

Hanging: 0.25°, Qutline numbered = Level: 2 = Mumbering Style: Bullet = Aligned at: 0.25" +

Indent at: 0.57, Priority: 100

@ Only in this document O Mew documents based on this template

Format =

Cancel

Multilevel List and choose the style that you just created:

Select the text under the “Salaried Staff” section of the document. Click Home >

o o x

Insert  Design  layout References
e Cut e = 2 3= A
B3 Copy Calib Body) ~[11 - | A° A"| A2~ 2L 9 | aasbcend] aasbeene AaBbC( AaBbce assbcco AQBI
Paste B o[ FoT70 Ao A=
e S omatpainter B 1 W e X AW oa — bac.. Heading1 Heading2 Heading3  Title
Clipboard I} Font & Styles.
'
}
List Library
" '
: Noe | @ 1
Time Sheet Re ) m—| 5
Salaried Staff * Adice |, oxc
Secton 1011 | 1.1
Log into TimePlex using your assigt s | | 14
User Name: FirstName_LastName
Chapter 1 e¢
Password: Chosen by you during ol 2
Select Log Time from the main <ers
P
Fill in the details as appropriat ‘w
Employee ID “
mployee @
)
: fp—
First Name ;
i
[l Define New Multlevel List,
Time Period Define New List Style..
Hours for each day entered into the correct box
Click Submit when you are finished.
Contractors
1. Complete the TimePlex PDF form. Ensure that all fields are filled in.
2. E-mail the completed form to billinz@acmeuidgets.com.
3. Print a copy of the form for your records.
Pagelof 1 S5of92words (% B -

Signin 8 Share
£ Find ~
35 Replace

IS select~

5 Editing -

1 +  106%
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13.

Select items 2 and 3 in the list. Click Home = Increase Indent:

X Cut

Time Sheet Reporting Procedures

alaried Staff
. Loginto TimePlex using your assigned user name and password.

s

1

2. User Name: FirstName_LastName

3. Password: Chosen by you during orientation
4. Select Log Time from the main screen.
5. Fill in the details as appropriate,
6. Employee ID

7. FirstName

8.

9.

. Last Name

to the correct box

- A A - Py B ~
D o copy Calibi Body) ~[11 - A" A" | Aa —%ZL T | asebeee aaBbcene AaBbC( AaBbCe assbced AQBI
Pastc B o[ FoT70 Ao oElo
S ¢ romatpainter B T U Tk x A ¥ A & TNormal TNoSpac.. Headingl Heading2 Heading3  Title
Clipboard I} Font & Paragraph Styles.

14. The selected items will now be at level 2, using the diamond bullet. Select the items

15.

that are now 4 through 9. Press Tab to demote them:

Salaried Staff

1. Loginto TimePlex using your assigned user name and password.

#+ User Name: FirstName LastName

+ Password: Chosen by you during orientation

Select Log Time from the main screen.

Fill in the details as appropriate.

Employee ID

First Name

Last Name

Time Period

Hours for each day entered into the correct box
Click Submit when you are finished.

L S

We made a mistake: the last item should still be numbered. Click to place your cursor

in that line and click Home = Decrease Indent:

3. Fillin the detalls as appropriate,

# Employes 1D
* Frstiame

# Last Hame

# Time Period

# Hours for each day entared into the corract box
#  Click Subrmit when you are finished.
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16. Your list is now complete:

Salaried Staff
1. Loginto TimePlex using your assigned user name and password.

4 User Name: FirstMame_lastName

# Password: Chosen by you during orientation
2. Select Log Time from the main screen.
3. Fillin the details as appropriate.
Employee ID
First Name
Last Name

Time Period

- > > >

+ Hours for each day entered into the correct box
4. Click Submit when you are finished.

17. Save your document as Activity 5-3 Complete and close Microsoft Word 2016.

Summary

In this lesson, you learned how to manage lists to present text more effectively. We covered
sorting lists, renumbering lists, and customizing list appearance. We also discussed multilevel
lists in depth.

REVIEW QUESTIONS

1. What is the command sequence to sort a paragraph of text?

2. What tab contains commands to create and manage all types of lists?
3. What is the keyboard shortcut to promote a list item?

4. How do you customize the starting value of a numbered list?

5. How many levels of sorting does Microsoft Word support?
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LESSON 6:
INSERTING GRAPHIC OBJECTS

Lesson Objectives

In this lesson you will learn how to:
= Insert symbols and special characters

= Addimages to a document
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TOPIC A: Insert Symbols and
Special Characters

In addition to standard keyboard characters, Microsoft Word includes a variety of additional
symbols and special characters that you can add to documents. In this topic, we will learn how
to insert those elements.

Topic Objectives
In this topic, you will learn:
= How to insert symbols and special characters into a document

SYMBOLS

To add a symbol to your document, click Insert = Symbol. You can choose a frequently used
symbol from the menu or click More Symbols to open the Symbol dialog:

Prmr—

Here is the Symbol dialog box:

Symbol ? *

Symbols | Special Characters
Font: | [normal text) a w | Subset: | Currency Symbols W

Wruldpa K
(M P %
SIVSITIR
Recently used symbols:

€ £|¥|O| ™

Unicode name:

I+
H
Fa

2 +|(x|==lpnla|p

) Character code: |20AC from: | Unicode [hex] |
Eurao Sign

AutoCorrect... Shortcut Key... | Shortcut key: Alt=Ctri+E

e e Insert Cancel
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Here are the steps to follow to insert a symbol using this dialog.

Pick the font to use (1). By default, Word will display symbols in the current font.
Choosing a font can be important as some fonts (such as Wingdings) are all symbols and
contain symbols not available in other fonts. Some fonts also have special subsets, like
the currency symbols shown here.

Click a symbol (2) to select it for insertion, or use the scroll bar to scroll through the
symbols.

Click the Insert button (4) to add the selected symbol to your document. Once you click
the Insert button, the Cancel button will become a Close button. You can then add more
symbols or close the dialog.

You can also use the AutoCorrect and Shortcut Key buttons (3) to make inserting this
symbol easier in the future.

If you want to format or delete the symbol, you may do so as you would with any other text.

The Wingdings Font
Microsoft Word includes a special font set called Wingdings, which features a wide variety of
symbols that you can add to your document:

Symbol ? X
Symbols  Special Characters

Font: ' Wingdings V)

DA<l ol s |8 o st
= =~HEHEHBEEEEBEEIEE
=|d|E|o|ls==|d|P L OO B6EE
RN R R ERE N
Recently used symbols:
elel¥|lo|e|™|t|2|<|2|+|x|=|p|la|PB
iﬂ::::i:::n;? Character code: |32 from: | Symbol (decimal) |~
AutoCorrect.., Shortcut Key... | Shortcut key:

As of this writing, there are three sets of Wingdings fonts, as well as Webdings.
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SPECIAL CHARACTERS

You can also insert special characters like ellipses and non-breaking spaces using the Special
Characters tab of the Symbol dialog:

Symbol ? *
Symbols  5Special Characters
Character: Shortcut key:
~
- En Dash Ctri=MNum -
MNonbreaking Hyphen Ctrl=5Shift=_
- Optional Hyphen Ctrl=-
Em Space
En Space
1/4 Em Space
" MNonbreaking Space Ctri=5hift=5pace
= Capyright Alt=Ctrl+C
= Registered Alt=Ctrl+R
™ Trademark Alt=Ctrl=T
§ Section
1 Paragraph
Ellipsis A= Crl=,
single Opening Quote Ctrl+",
Single Closing Quote Ctri=""
Double Opening Quote Ctrl+""
Double Closing Quote Ctrl+"" b
AutoCorrect... Shortout Key...

Simply click a character to select it and then click Insert. You can also view and edit the
AutoCorrect and Shortcut Key entries for special characters using the buttons at the bottom of
this tab.

ACTIVITY 6-1
Inserting Symbols and Special Characters

In this activity, you will add a variety of symbols and special characters to a document.

1. Open Microsoft Word 2016 and open Activity 6-1:

—_— ,\'l'..ctp,qt}r E"1
— | Microsoft Word Document
—| 11.BKB
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2.

First, let’s see how AutoCorrect works with fraction symbols. Click inside the first cell
of the second column of the table. Type “1/4” and press the spacebar:

One-fourth Ya

Infinity Symbol

Arrow

Skull and crossbones

Trademark symbol

The numbers will automatically be converted to a fraction.

Press the Down arrow key to move down one cell. Click Insert = Symbol = Infinity:

Press the Down arrow key to move down one cell. Click Insert - Symbol. The arrow
that we want is not in this menu, so click More Symbols:
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5. Inthe Symbol dialog box, click the Subset menu and click Arrows:
Symbol ? ht
symbols  Special Characters
Font: | [normal text) w | Subset: Mathematical Operators
Superscripts and Subscripts F
- =| < Currency Symbols
\,-'=|_ N 'r ;t i Combining Diacritical Marks for Symbols
6 @ 1 Letterlike Symbols
Mumber Forms
@m@@@@@‘ Mathematical Operators h
[ -]
rlal Aol |=[0]o]c]e]- DOOO.
Recently used symbals:
=|E|E£|¥|©O|®|™|t|2|<|2|+|x|p|al|p
Unicade name:
. Character code: 221E from:  Unicode [hex] |W
Infinity
AutoCorrect... Shortcut Key... | Shortcut key: 221E, Alt+X
6. Click to select the Left Right Arrow and click Insert:
Symboal ? x
symbols  Special Characters
Font: | [normal text) w | Subset: | Arrows W
c sM | TM v "
©(h|P|()%]|2|Ne|® Qleld |%|1|%
IR AR AR AR AR AR AR A AR AR RE RSN
SIWWELTIRIAIN || T o AT S| -]/ -
Vi=[c|n|f]=]z|=[<]2]0]-|[]] @@,
Becently used symbols:
=|E|£|¥|©|®|™|t|z|<|2|+|x|pn|lalp
Unicode name: -
Left Right Arrow Character code: 2194 from: Unicode [hex} |
AutoCorrect... Shortcut Key... | Shortcut key: 2134, Alt+X
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7. Now, let’s insert the Skull and Crossbones symbol. With the Symbol dialog still open,
click to place your cursor in the empty cell beside that entry:

One-fourth Y

ARAEIE e¢—>1, $R7I“y|z‘]|o‘5:

- Tlzl=1/1- [vi=[cn|f]=]|z|=|s|z|O]~

Infinity Symbol oo il @@@@@%7@/@ SRS

Arrow PN f%@ﬁﬁm@@@‘ @@ggﬁﬁjo,

Skull and crossbones [ ﬁ"l"‘g e xfe[~|t]z]s|2]+]x[u]a
Trademark symbol - ovnain

(You can move the Symbol dialog if necessary by clicking and dragging its title bar.)

8. Backin the Symbol dialog, click the Font menu and click Wingdings:

Symbol ? >
symbols  Special Characters
Font: | [mormal text) |z| Subset: | Arrows W
Webdings A ~
%= (Wide Latin MI™MIOIe 4|8 4|%
0 4|
2/ |Wingdings 2 3 5 7, 1
AWingdingsB /{3 /é /;3 // 3 2 é ,P
Yu Gothic
é‘quotmcngﬁ v l dlA 'rl' Z - /]
V]e|uln|f|=]z]=|<]2|0]|-|[|] (@,
Becently used symbals:
Sl=|E|£|¥|O|®|™|t|2|<|2|+|x|pla
Unicade name:
: 4 i W
Left Right Arrow Character code: 2194 from: | Unicode [hex)
AutoCorrect... Shortcut Key.. | Shortcut key: 2194, Alt+X
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9. Click the skull and crossbones icon and click Insert:

Symboal ? *
Symbols  Special Characters
Font: | Wingdings v

XS A 8 |B Q||| ahall<s”
O B | E I & e R =E S|
=¥ |&| S| s|=|=|d|P % O OB FENR
Rl | x| @ |3 | T |7 | ¢ |5 |2 |G @38V,
Recently used symbaols:
== €L | ¥ O™ T|£|S]|2|F|X|n|la
;T:;j;;:";; Character code: | 73 from: | Symbol (decimal| v
AutoCorrect... Shortcut Key... Shortcut key:

Cancel

10. With the Symbol dialog still open, click to place your cursor in the last empty cell of
the table:

One-fourth Y
Infinity Symbol oo
Arrow —
Skull and crossbones | &
Trademark symbol 1
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11.

12.

Click the Special Characters tab:

Symboal ? *
Symbols  Special Characters

2 <32l ¢ &' o === tls
= =HEEHBEEEEEINECE

N B ENEEREEN : A
RN R R EEEE NS

Recently used symbols:

Bl £|FE|Y|O|® ™| +]|2|<|2|+]|X

L

Unicode name:

Wingdings: 78 Character code: |78 from: | Symbaol

AutoCorract.. Shortcut Key.. | Shortcut key:

Insert

[decimal) |~

Cancel

A

Click Trademark and click Insert:

Symibol ? x

Symbaols  5Special Characters

Character: Shorteut key:
— Em Dash Alt+Ctrl+MNum - Fs
- En Dash Ctri=Mum -
- Monbreaking Hyphen Ctrl=5Shift=_
- Cptional Hyphen Ctrl=-
Em Space
En Space
1/4 Em Space
= Monbreaking Space Ctrl=5Shift=Space
& Copyright Alt=Ctrl+C
& Registered Alt=Ctrl+=R
§ Section
1 Paragraph
Ellipsis Alt=Ctrl+,
Single Opening Quote Ctrl+","
single Closing Quote Ctrl+","
Double Opening Quote Ctrl+","
Double Closing Quote Chrl="" A
AutoCorrect... Shorteut Key...

A
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13.

Close the Symbol dialog:

Symbol ?

Symbols  Special Characters

Character: Shorteut key:
— Em Dash Alt=Ctrl+=MNum -
- En Dash Ctrl+=MNum -
Monbreaking Hyphen Ctrl+5Shift=_
- Optional Hyphen Ctrl=-
Em Space
En Space
1/4 Em Space
: Monbreaking Space Ctrl=5Shift+5pace
E Copyright Alt=Ctrl=C
= Registered Alt+Ctrl+R
§ Section
1 Paragraph
Ellipsis Alt=Ctrl+,
Single Cpening Quote Ctrl=",
Single Closing Quote Ctrl=","
Double Opening Quote Ctrl+","
Double Closing Quote Ctrl+"
AutoCorredt... Shortcut Key...

Insert

14. Your document should look like this:

15.

2

One-fourth

Infinity Symbol

Arrow

Skull and crossbones

Ex@$g};<

Trademark symbol

Save your document as Activity 6-1 Complete and close Microsoft Word 2016.
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TOPIC B: Add Images to a
Document

It’s now time to move beyond creating basic documents. Pictures can give you more ways to
present information and make your documents more appealing than ever. This topic will cover
different types of illustrations and show you how to add images to your documents.

Topic Objectives

In this topic, you will learn:
= About illustrations, including SmartArt and charts
= How to insert local and online pictures into a document
= About the Picture Tools — Format tab

ILLUSTRATIONS

An illustration refers to a graphic file created in or inserted into a Microsoft Word document.
Microsoft Word allows you to insert pictures, shapes, SmartArt, charts, and screenshots. It also
provides tools to modify and manage these illustrations.

SmartArt
SmartArt is Microsoft’s intelligent way of adding diagrams to your Office documents. It gives
you a way to present text and information as a graphic.

Charts

Charts are graphical representations of data and relationships in a dataset. They are often
created to make interpreting tabular data easier.

LOCAL PICTURES

To insert a picture from a file on your computer, place your cursor where you want the image
to go. Then, click Insert = Pictures:

Design Layout References Mailings

B = Blgk@ Bl a

Cover Blank Page = Table Pictures Online Shapes SmartArt Chart Screenshot
Page~ Page Break = % Pictures - =

Pages Tables Nustrations
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You will then be prompted to locate and choose the file. (Most common image formats are
supported, including BMP, JPEG, PNG, TIF, and GIF.) Click a single file or hold Ctrl and click

multiple files. Click Insert when you’re ready:

@ Insert Picture

Organize «

[ Desktop

[&] Pictures
Jﬁ Music

m Videos

@ OneDrive
E This PC

¥ Metwork

* Downloads
Documents

‘ [&] » ThisPC s Pictures »

Mew folder

3 Cuick access

Camera Roll

LU RS

EE Microsoft Word

v O Search Pictures

Saved Pictures Loge

File name: [Loge

v| All Pictures

I

Cancel

The picture will then be added to your document and resized (if necessary) to fit the page. The
Picture Tools — Format contextual tab will also become available:
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ONLINE PICTURES

Microsoft Word 2016 also gives you the ability to insert images from online sources, like
OneDrive, Bing, and Flickr. (You may need to obtain copyright permissions for these images
depending on how you are going to use them.)

To start, click to place your cursor where you want the picture to go. Next, click Insert - Online
Pictures:

Home Design Layout References Mailings Review View

% D ’H D lj‘g ’Z‘;I rl:l II &+ aStore

Cover Blank Page  Table Pictures inine Shapes SmartArt Chart Screenshot '.‘M}rﬁkdd-ins -
Page~ Page Break = Pictures, - =

Pages Tables % lllustrations Add-ins

Now, you can search Bing for an image or browse your OneDrive account (if you are connected
to it) for the necessary files. You can also install additional connectors for applications like
Facebook and Flickr:

Insert Pictures

I’ Bing Image Search ||

Search the web

& ©OneDrive - Personal

Jsmith@acmewidgets.onmicrosoft.com

Browse b

Also insert from:

Here we are going to search for airplane images on Bing:
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Insert Pictures

b Bing Image Search airpland] %
Search the web @
@& OneDrive - Personal Browse b

jsmith@acmewidgets.onmicrosoft.com

Also insert from:

Once the results have been returned, you can click any image to select it and click Insert to add
it to your document:

4 BACK TO SITES

l’ Bing Image Search

. airplane
88 search results for airplane

Search results are images licensed under Creative Commons, Please review the specific license for any image you want to use %

to ensure you can comply with it.  Show all web results

Airplane B
500 x 326 - www.flickr.com 1 item selected. Insert Cancel

The image will be added and you can modify it like any other:
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THE PICTURE TOOLS — FORMAT CONTEXTUAL TAB

When you add any type of picture to your document, you will see the Picture Tools — Format

contextual tab:

It contains the following groups:

= Adjust group: Modify the contents of the picture.

» Picture Styles group: Apply a border to the photo. You can choose a pre-configured
style or create your own style with the Picture Border and Picture Effects commands.
You can also convert this image to a SmartArt diagram with the Picture Layout menu.

= Arrange group: This group will help you place the photo in the document and lay out

pictures.
= Size group: Change the size of the picture.

ACTIVITY 6-2

Adding Images to a Document

In this activity, you will add an image from a file and an online image to a product information

document.

1. Open Microsoft Word 2016 and open Activity 6-2:

Activity 6-2

§ Microsoft Word Document

14.6 KB

2.  First, let’s add the product logo to the document. To begin, click Insert = Pictures:

Design

B = Bldld Bl e

Cover Blank Page  Table [Pictures Online Shapes SmartArt Chart Screenshot
Page~ Page Break = |/\\5 Pictures

Pages Tables
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3. Browse to the Lesson 6 folder of your Exercise Files. Select the Logo image file and
click Insert:

BE) Insert Picture 'Y
« v 4 | « Starting Files for A.. > Lesson 6 v | SearchLesson )
Organize v New folder =~ M @

3t Quick access
[ Desktop

4 Downloads
/] Documents

%% %N

=/ Pictures
B Music
B Videos

[ Microsoft Word
@ OneDrive
[ This PC

=¥ Network

File name: (Logo v‘ All Pictures =

Tools  ~ Cancel

4. The image will be inserted and the Picture Tools — Format tab will be displayed:

QUIKBREW —JUST FOR YOU!

The QuikBrew system is the newest innovation in coffee making. With almost unlimited

customization options and the biggest coffee selection on the market, you're sure to find the

QuikBrew that's right for you

(Your picture may be in a different location than our example. If so, that’s OK.)

5. Let’s make the picture smaller. Type “2” in the Width field on the Picture Tools —
Format tab and press Enter:

Activity 6-2 - Word - [} x

Q@ Tell me what you want to do... Signin £} Share

LZ Picture Border - Bring Forward [& Align -
=

Position Wrap
- et

ki

= !
—_— rop [Svrrn N
e D Selection Pane  ShRotate~ | ¢ |s Width:

Picture Styles & Arrange Size oA

~ | 8L, Picture Layout ~
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6. Now let’s position the image. Click Picture Tools — Format - Position - Position in

Top Right with Square Text Wrapping:

QUIKBREW = JUST FOR 0

You! @

The QuikBrew system is the newest innovation in coffee making. With almost unlimited ~

customization options and the biggest coffee selection on the market, you're sure to find the

QuikBrew that's right for you

7. With the first image placed, we can now add an online image. Click to place your

cursor next to the text “Easy Steps to Your Perfect Cup.” Click Insert = Online Pictures:

QUIKBREW —JUSTFOR
you! Q!nﬁmm

The QuikBrew system is the newest innovation in coffee making. With almast unlimited
customization options and the biggest coffee selection on the market, you're sure to find the

QuikBrew that's right for you

Features
 Makes individual cups of coffee
= Starts up in eight seconds
= Keepsitsell clean with self-sanitizing mode
* 256 gluten-free. organic flavors currently available

Easy Steps to Your Perfect Cup|
1. Choase your cup design.
2. Choose your cup size.
3. Choose up to thrae coffee flavors.
4. Add up ta five toppings.
5. Press BREW NOW.

A Friendd
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8.

9.

In the Bing Image search field, type “coffee” and click the Search button:

Insert Pictures

Bing Image Search

X
b Search the web COHEEl @
/& OneDrive - Personal Browse

Also insert from:

When the results are displayed, choose any image you like. Click to select it and click

Insert:

x
4 BACK TO SITES i
l? Bing Image Search coffee
73 search results for coffee
~

-—— _‘ v

Search results are images licensed under Creative Commans. Please review the specific license for any image you wanttouse X

to ensure you can comply with it. | Show all web results

So you like this  coffee  * Even though | felt... 1 item selected — Cancel
500 x 500 - chancematters.blogspot.com ’ I}
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10. To position the image, click the Layout Options button:

QUIKBREW — JUST FOR A
QuilEBrew,

YOU!

The QuikBrew system is the newest innovation in coffee making. With almost unlimited

customization aptions and the biggest caffee selection on the market, you're sure to find the

QuikBrew that's right for you

Features
« Makes individual cups of coffee
* Starts up in eight seconds
+ Keeps itself clean with self-sanitizing mode
« 256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cu
1. Choase your cup design.
2._Choose wour cup size.

11. Click “In Front of Text:”

I

LAYOUT OPTIONS X

In Line with Text

With Text Wrapping

SMc DM

H = F

E ==

o
[

JInFront o

SEe mare...

MY

f Text
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12. If the image is overlapping the text, click and drag it to reposition it:

¥

Easy Steps to Your Perfect Cup
1. Choose your cup design.

Choose your cup size.

Choose up to three coffee flavors.

Add up to five toppings.

Press BREW NOW.

Enjoy!

O W N

13. Save your document as Activity 6-2 Complete and close Microsoft Word 2016.

Summary

In this lesson, you learned how to add symbols, special characters, illustrations, and pictures to
a document. You also learned how to modify images with the Picture Tools — Format contextual
tab. You should now feel ready to improve your document’s visual appeal using these tools.

REVIEW QUESTIONS

1. Name one font that is all symbols.

2. What should you be aware of when inserting online images into a document?

3. What is SmartArt?

4. Which tab contains commands to add symbols and illustrations to your document?

5. List one location that online images can be inserted from.
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LESSON 7:
CONTROLLING PAGE
APPEARANCE

Lesson Objectives

In this lesson you will learn how to:

= Apply a page border and color

= Adda watermark to a document

= Add headers and footers to a document

= Control page layout
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TOPIC A: Apply a Page Border
and Color

So far in this course we have focused on creating and editing the content of your document,
including text, graphics, tables, and lists. In this topic, we will shift our focus to the overall
appearance of the pages in a document.

Topic Objectives

In this topic, you will learn:
= How to add a border to a page
= How to customize the page border
= How to apply a page color

PAGE BORDERS

The term “border” refers to a stylized line around a page, paragraph, or word. In this topic, we
will focus on page borders. Here we have added an artistic border to a title page:

91 Jaabbcenx| AsBbccdn AaBbC At AQBI asbcee aasbeenr aoBbeeon

ZoomFoods
Business Overview

xxxxxx
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BORDER OPTIONS

To add a border to a page, click Design - Page Borders:

Style:
| o
Mone
Box e --------------------
Shadow .
W

3.D T

- e Automatic
Width:

Cgstorre 1 pt

Art:

[nonej

Preview

Apply to:
Whole document

Click on diagram below or
use buttons to apply borders

(8 B
9 Options...

Cancel

This tab of the dialog works just like the Borders tab that we looked at in Lesson 3. You can
choose a basic setting from the list on the left (1). Then, use the menus in the middle to choose
a style (2), color (3), and width (4) for your border. You can also choose an art-based border

(5).

Next, use the buttons on the right-hand side (6) to toggle parts of your border on or off. (For
example, to add a bottom line, you would click the £l button.) You will be able to see a preview
of your choices as you apply them (7).

You can also choose what to apply the settings to (8), as well as open the Border and Shading
Options dialog (9). Once you have made your choices, click OK to apply them.
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PAGE COLOR OPTIONS

Microsoft Word also lets you change the page color for all pages within a document. To do this,
click Design - Page Color and choose a color from the menu:

[
-Ilillllll

You will notice as you hover over each color that a preview will appear on the page. Note that
this change will apply to the entire document, not just to the current page or section.

Printing Backgrounds

If you want your page color to be printed, open the Word Options dialog box by clicking File
Options. Then, click the Display category and check “Print background colors and images:”
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Word Options 7 x
General I .
Q Change how document content is displayed on the screen and when printed.

Proofing Page display options
Save Show white space between pages in Print Layout view (i
Language Show highlighter marks

] ' ips i
Advanced Show decurnent tooltips on hover
Customize Ribbon Always show these formatting marks on the screen
Quick Access Toolbar [ Tab characters -
Add-Ins O Spaces

[ Paragraph marks q
Trust Center drer

[ Hidden text abc

[ Optional hyphens -

Object anchors \Ir

[ Show all formatting marks
Printing options
Print drawings created in Word @
%Ermtgackgrnuntl colors and images
rint document properties
1 Print hidden text

[] Update fields before printing
[] Update linked data before printing

OK Cancel

AcTiviTy 7-1
Applying a Page Border and Color
In this activity, you will start formatting a document to accompany a product presentation.

1. Open Microsoft Word 2016 and open Activity 7-1:

—~. Activity 7-1
mE Microsoft Word Document
—| 125MB

2.  First, let’s add a border to the title page. Ensure that your cursor is on that page and
then click Design - Page Borders:
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3. Choose a 3-D border style:

Borders and Shading ? *

Borders Page Border  Shading

Setting: Style: Preview

| ~ Click on diagram below ar

Mone use buttons to apply borders

Box | | mmmemmmmemmmmmmmmeee-

Y

Shadaow I

LColor
3D Automatic w
Width:
Custom ¥ pt
Apply to:
Art: Whole document “

(nane) -
Options...

4. Scroll down in the Style list and choose a double solid line:

Borders and Shading ? >

Borders Page Border  Shading

Setting: Style: Preview

. ~ Click on diagram below ar

Hone use buttons to apply borders

D Box —7L}

=] —_—
LColor:
3D Automatic w
II]

Width:

Custom ¥ pt

Apply to:
Art: Whole document “
(nane)

Options...
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5. The Color and Width settings look great, so we’ll leave those at their default options.
Click the “Apply to” drop-down menu and choose “This section — first page only:”

Borders and Shading ? *
Borders Page Border  Shading
Setting: Style: Preview
____________________ ~ Click on diagram below ar
Mone use buttons to apply borders
|:| Box T =
I:l Shadow |
v
LColor:
3-D
= Automatic w
Width:
é. = Custom 1 pt o J—
At Whole document
(none) e Whole document
This section
This section - All except first page k
[ UK I CAmET
6. Click OK to create your border:
Borders and Shading ? *
Borders Page Border  Shading
Setting: Style: Preview
____________________ ~ Click on diagram below ar
Mone use buttons to apply borders
|:| Box Tt ]
I:l Shadow |
v
LColor:
3-D
= Automatic w
Width:
é. = Custom 15 pt o A
Art: This section - First page on “
(nane)
~ Options...
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7.

8.

The border will now be applied:

py\_[g_lj[g_vi Product Presentation

Now let’s change the page color. Click Design - Page Color = Blue, Accent 1,

80%:

QuikBrew Product Presentation

Lighter
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9. Scroll through the document to view the effects of this formatting change:

10. Save your document as Activity 7-1 Complete and close Microsoft Word 2016.
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TOPIC B: Add a Watermark

In addition to page borders and colors, you can also add watermarks to your document. These
watermarks help make important information about your document visible and easy to see.

Topic Objectives
In this topic, you will learn:
» About watermarks
= How to use the Printed Watermark dialog box

WATERMARKS

Watermarks often appear on checks or other legal documents. They are visible when you hold
the document up to light and might say something like “ORIGINAL DOCUMENT,” or it might
outline a pattern.

In Microsoft Word, watermarks can be text or pictures. These watermarks will appear as a
washed-out item in the background of the page. To add a watermark to your document, click
Design - Watermark and click the watermark that you want to apply:

THE PRINTED WATERMARK DIALOG BOX

For additional watermark options, click Design - Watermark - Custom Watermark. The
Printed Watermark dialog box will open:
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Printed Waterrmark ? >

@ho watermark

C' Picture watermark

atermark:

Scale: Auto Washout
() Text watermark
Language: |English [United 5tates)

Text: ASAP

Font: Calibri

Size: Auto

Color: Automatic Semitransparent
Layout: Diagonal Harizontal

Cancel

This dialog gives you options to create a watermark from a picture or using text. You can also
remove an existing watermark by choosing the “No watermark” option.

AcCTIvVITY 7-2
Adding a Watermark

In this activity, you will add a custom watermark to a document.

1. Open Microsoft Word 2016 and open Activity 7-2:

— Activity 7-2
mE Microsoft Word Document
—| 125ME
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2.

3.

Click Design - Watermark - Custom Watermark:

[ Cusom ik

Printed Watermark

Scale: Auto

Text watermark

Language: |English (United 5tates)

Washout

Text: ASAP

Font: Calibri

Size: Auto

Color:

Layout: Diagonal

Semitransparent

6} Cancel

The Printed Watermark dialog will open. Click the “Text watermark” radio button to
make those options available:
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4. Click the Text menu and click “DO NOT COPY:”

Scale:

Language:
Text:

Font:

Size:
Color:

Layout:

Printed Watermark

D Mo watermark
O Picture watermark

@ Text watermark

ASAP
COMFIDEMTIAL

COPY
DRAFT Eg

ORIGINAL

? *
Auto Washout
English (United States) v
ASAP
~

L

T CDTEgOTEar L ITOTIEOTTaT

Click the Color menu and click Red:

| Printed Watermark

=]

O Mo watermark
O Picture watermark

Scale: Auto Washout
| (@) Text watermark
Language: | English [United States)
Text: Do NOT COPY
| Font: Calibri
Size: Auto ~
Colaor Semitransparent
Layout: B Automatic

Theme Colors E}K Cancel

Standard Colors
[ | .[} EEEERRN

l'r"f More Colors...
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5. Click OK to create the watermark:

Printed Waterrark

O Mo watermark
O Picture watermark

Scale: Auto Washout

(®) Text watermark
Language: | English [United States) e

Text: Do NOT COPY
Font: Calibri

Size: Auto ~
i i - cemitransparent

Color:
Layout: @Qiagnnal l:::lﬂr::urizt:untal

)

6. The watermark will be applied. Scroll through the document:

7. Save your document as Activity 7-2 Complete and close Microsoft Word 2016.
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TOPIC C: Add Headers and
Footers

Another way in which you can customize page appearance is using headers and footers.
Headers and footers are groups of information set apart from the body of your document.
Headers are located at the top of a page, while footers are set at the bottom. They can make
your document more user-friendly, and make it look polished and professional. In this topic,
you will receive an introduction to this formatting tool.

Topic Objectives
In this topic, you will learn:
* How to insert page numbers
= How to add headers and footers to a document
= How to use the Header & Footer Tools — Design tab

INSERTING PAGE NUMBERS

To add page numbers to a document, click Insert - Page Number, and then choose one of the
first four options to set the location of the page numbers:

Design  Layout  References  Mailngs  Review  View

ile 'S

i )= Lo ) 3 s w L & D00 & g

= = / =, A
BDOH = o Q Y B 1l @, s & & (& [y h B 4
Cover Blank Page  Table Pictures Onfine Shapes SmatArt Chart Screenshot g\ Add-ins « Wikipedia Online Hyperlink Bookmark Cross- Commen t | Header Footer  Page

Page~ Page Braak @ - Pictures  ~ - Video reference - - Mumbsrp Box~ Parts

Pages Tables ustrations Add-ins Wedia Links Comments Header&f B To

5]
B
[y Eormat Page Numbers...
B

Fx Remove Page Numbers
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Then, you will see a gallery of options for the chosen location. Click the type of page number to

Create:

B Iopof Page »

[¢] Bottom of Page P Simple -
k=] Page Margins L\\S » | Plain Number 1

[/l Current Position r

FE Eormat Page Numbers... 1

E;'.( Remove Page Numbers

Plain Number 2

Plain Number 3

Page X
Accent Bar 1

1Fage

Accent Bar 2

Accent Bar 3

@ More Page Numbers from Office.com [
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The page numbers will then be added to your document. As well, the header and footer area

will be open for editing and the Header & Footer Tools — Design tab will be shown:

Footer Sedion .

Bivse

HEADERS AND FOOTERS

To add a full header to your document, click Insert - Header. Then, click the type of header

that you want to add:

D d@ B all bl @ B 4 A Do

< [ Date & Tim:
Cover Blank Page  Table Pictures Online Shapes SmatArt Chart Screenshot g py add-ins - Wikipedia  Online  Hyperlink Bookmark ~ Cross Pag Tet  Quick WordAtt Drop
Page~ Page Break - ures  ~ - Video ref - Number- | Box~ Pats~ ~  Cap- [1Object *
Pages Tables lustrations Adetins Wedlia Links

Austin

Facet (Even Page)

Facet (0dd Page)

[& More Headers from Office.com »
[) Edit He:
B Remove Header
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It will automatically be inserted into the document:

[Frmrert Foperr e Pore

Fieader Seclion 2 me as Previous

You can now add whatever elements you like, including text and images. When you are
finished, click “Close Header and Footer” on the Header & Footer Tools — Design tab. If you
want to edit the header again, double-click it.

To insert a footer, follow the same process, but click the Footer command on the Insert tab
instead:

4 A= [ signature Line ~
e [, Date & Time
Tot Quick WordArt Drop
umber~  Bax~ Parts~ Cap~ [1Object =

Cover Blank Page
Pager Page Break
Pages

Facet (Even Page)

Facet (Odd Page)
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Fields
Headers and footers often use fields, which are placeholders for data. This might include
automatic page numbering, or a date and time that updates each time the document opens.

THE HEADER & FOOTER TOOLS — DESIGN TAB

The Header & Footer Tools — Design contextual tab appears whenever you are editing a header
or footer:

i Ferences. ilings i esign Q Tel
by s ¢ Previous Different First Page 5
OB B & E D s El -
= L Next Different Odd & Even Pages | [+ Footer from Bottom: |0.5

Header Footer Page  Date& Document Quick Pictures Online Goto

= MNumberr Time Infor Pars+ Pictures Footer
Header & Footer Insert Navigation Options Position Close

+ Header from Top:

— = Close Header
" Linkto Previous | [+/] Show Document Text Insert Alignment Tab and Footer

Let’s look at the commands on this tab:

= Header & Footer group: Add or change a header or footer. (These are the same
commands that you will find on the Insert tab.) You can also choose from pre-designed
page numbers.

» Insert group: Here you will find commands to add the date and time, document
information, Quick Parts, and pictures to your header or footer.

» Navigation group: The first two buttons in this group let you move between the header
and footer. Then, you have commands to navigate between sections and link or unlink
them.

= Options group: Control how the header or footer will behave.

= Position group: Control the exact position of the header and the footer on the page.
Also provides commands to add alignment tabs to either element.

= Close group: The last group lets you close Header and Footer view. You can also close
this view and the contextual tab by double-clicking in the body of the document or
pressing Esc on your keyboard.

AcTiviTy 7-3
Adding Headers and Footers

In this activity, you will add a header and a footer to our sample document.

1. Open Microsoft Word 2016 and open Activity 7-3:

Activity 7-3
m Microsoft Word Document
12.5 MB
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2. Click Insert > Header - Blank:

3. Type “QuikBrew Product Presentation” into the header placeholder that appears:

4. Select the text that you just typed. Then, use the Font group on the Home tab to apply
the Copperplate Gothic Bold font, increase the size to 14, apply an italic effect, and
change the color to a shade of blue:

5. Now let’s remove the header from the title page. Click the Header & Footer Tools —
Design tab and check the “Different First Page” box:

H -0

File Home  Insert  Design  Layout  References  Mailings  Review Design

t i Previous Q}Dlﬁ‘ermlﬁrﬁ%ge Header from Top: | 0.5" -
N2 Fo = = = ~—— B8

E Next Different Odd & Even Pages '+ Footer from Bottem: 0.5 H
Header Footer Page  Date & Document Quick Pictures Online  Goto Goto Close Header
o o [imms Toe  WEe Do Pictures | Header Footer 1) Link to Previous | [V] Show Document Text [ insert Alignment Tab o o

Header & Footer Insert Navigation Options Position Close
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6. The header will now be removed from the title page and only applied to the rest of the
document. Now let’s insert a page number as the footer. Click the “Go To Footer”
command and then click the Next command (both on the Header & Footer Tools —
Design tab). This will place your cursor in the area simply marked “Footer” on the
second page of the document:

7. Onthe Header & Footer Tools — Design tab, click Page Number - Bottom of Page -
Accent Bar 3:

(=] - = Header

View

Insert References Review Design

File Home Layout Mailings

& [Cq Previous | Different First Pag
O & B bl B Lg ld ‘
© ) - = U 15 Mext Different Odd & E

Header Footer  Page Date & Document Quick Pictures Online Goto Goto

Design

B | i nfo-  Paris- Pictures  Header Footer & Linkto Previous  [¥] Show Document
Header&F [B Top of Page b olert Navigation Qptions

[5] Bottom of Page » | Simple -

B} Page Margins » | Plain Number 1

[& Current Position 3

[y Eormat Page Numbers...
F% Remove Page Numbers

Plain Number 2

Plain Number 3

Page X
Accent Bar 1

Accent Bar 2

Accent Bar 3

s

Pt Accent Bar 3

MNumber with “Page"” label and
accent bar

[& More Page Numbers from Office.con
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8. Close the Header and Footer view:

H -0
File Home  Inset  Design  Llayout  References  Mailngs  Review Q
[Ei4 Previous /| Different First Page _+Header from Top: 05" i
DD [ B E | - Bl
5 Next Different Odd & Even Pages | 1 F otton: 05" H
Header Footer Page  Date & Document Quick Pictures Online | Goto Goto Close Header
B o Mmmbme | e e Bmes Pictures | Header Footer 4 . Linkto Previous | [/] Show Dacument Text Insert Alignment Tab G
Header & Footer Insert Navigation Options Position Close %

9.  Scroll through your document to view your headers and footers:

10. Save your document as Activity 7-3 Complete and close Microsoft Word 2016.

270 of 413



Microsoft Office Word 2016 — Part 1

TOPIC D: Control Page Layout

To wrap up this lesson, we will look at some global page management options. After you

complete this topic, you will feel comfortable controlling page layout using a variety of tools.

Topic Objectives
In this topic, you will learn:

How to set margin options

How to change page orientation
How to set a page’s vertical alignment

How to change paper size

How to manually insert page breaks
How to use the Page Setup dialog box

MARGIN OPTIONS

The term “page margins” refers to the white space around a page’s edges. To change the
margins in your document, click Layout - Margins and pick a preset size. Notice that each
option includes a small preview of what that setting looks like:

H ©- ¢ -

File

Home Insert Design Layout

N

§D Line Mumbers =

Margins Crientation  Size Columns

= H = O e

- - - b?;' Hyphenation =
Mormal ]
Top: 1" Bottom: 1"

Left: 1" Right: 1"

Narrow

Top: 05" Bottom: 0.5"

Left: 05" Right: 05"

Meoderate

Top 1" Bottom: 1"

Left:  0.73" Right: 0.73"

Wide

Top 1" Bottom: 1"

Left: 2" Right: 2"

Mirrored

Top: 1" Bottorm: 1"

Inside:  1.23" Qutside: 1"

Office 2003 Default
Top: 1" Bottom: 1"
Left: 125" Right: 125"

Custom Margins...
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This change will affect your entire document.

If you don’t like the options that you see, click the Custom Margins button to open the Page
Setup dialog to the Margins tab. (We will discuss this dialog at the end of the topic.)

Gutter Margins and Mirrored Margins

If your document is going to be printed and bound (like this textbook), you can add extra
margin space to the left and/or top pages using gutter margins. You can also use mirrored
margins to add extra space to alternating left and right pages.

PAGE ORIENTATION

Page orientation refers to how the text is positioned on the page. With portrait orientation,
paper will be printed on with the long side vertically. With landscape orientation, the paper will
be printed on with the long side horizontally.

To change your document’s orientation, click Layout = Orientation and choose the desired
option:

H - ¢ -

File Home Insert Design
@ D-ﬁf IE "= Breaks -
] ) D ] [ Line Numbers -
Margins Orientatign Size Columns
- - E - = bt Hyphenation -

up r
D Portrait
D Landscape

VERTICAL ALIGNMENT OPTIONS

You can also change how text is positioned vertically on the page. To start, click the Layout tab
and click the option button in the Page Setup group:

H - 6 =

File Home Insert Design Layout
@ DW IE 'H Ereaks =
] ) D ] [0 Line Mumbers -
Margins Orientation  3ize  Columns
- - - - bt Hyphenation ~
Page Setup I',%
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Then, click the Layout tab in the Page Setup dialog. Here you can use the “Vertical alignment”
drop-down menu to choose the desired setting:

Page Setup ? ot

Margins Faper Layout
Section
Section start: Mew page A
Suppress endnotes

Headers and footers
|:| Different odd and even
|:| Different first page
Header: 0.5

4k

From edge:

4k

Footer: (0.5

Page

Vertical alignment: | Top

Center
Justified
Preview Bottom
Apply to: |Whole document (v Line Humbers... Eorders...

Set As Default Cancel

When you have finished making your changes, click OK to apply them.
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THE PAPER S1ZE OPTION

Typically, you will be using Word’s default paper size: 8 % by 11 inches, called letter size. If you
want to change this, however, you can do so using the Size command. Simply click Layout -
Size and click the size that you want:

H - 6 =

File Home Insert Design

@ @ IE *# Breaks = Indent

i Line Numbers - 2= Left

Margins Orientation  Size  Columns

- o S b - bf Hyphenation=  =&Rigl
|:| A5 148x210mm -
583" x 827"

B5 (150} 17622 50mm
£.93" x 9.84"

Executive 7.25x10.5in.
7.25" % 10.5"

A4 210%297mm
8.27" x 11.69"

Letter 8.5x1Tin.
25" = 1"

Legal 8.5x14in.
8.5"x 14"

L1 1 O

10x15cm
s

Axbin.
2" %"

10x15cm (tab)
s

Axbin. (tab)
4% 6"

A6 105x148mm
413" x 5.83"

SxcTin.
gy 7

8x10in.
8" x 10" -

More Paper Sizes...
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If your desired paper size isn’t there, click More Paper Sizes to open the Page Setup dialog,

which we’ll look at in a moment.

PAGE BREAKS

A page break is a physical end to the text on a page. Although Word will manually break up

your pages as necessary, you can also insert manual page breaks.

There are two ways to do this. The first is by pressing Ctrl + Enter. The cursor, and anything

after it, will be moved to the next page in the document.

You can also click to place your cursor where you want to place the break and then click Layout

- Breaks - Page or Insert - Page Break:

e eferenc s Q o do
@ @ IE »Hsmlam Indent Spacing [ |Z Align~
Page Breaks = 10pt - = Group
Margins Orientation Size  Columns Position Wrap  Bring  Send i Select
- - - - Pas Text~ F d - Backward = P: g
»
Page Setup Mark Armang
N
D e
re:
ex
o
ag
Section Breal
'
2 .
business plan.
0
N page.
ategy
1 S
d start the new
3
N numbered pag /
=
= @ Social
Media
(=
\L\st of Products and Services
What will we offer?
Page4ors 28swords [ &l B
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If you have special characters shown, a page break looks like this:

Service-Listq)

#—+|n-home-partiest]
# -+ Door-to-door-consultantsi]

» Executive-Summanry-9
Here-we-will-summarize-the-business-plan.v|

If you later want to remove a page break, place your cursor at the beginning of the page after
the page break and press Backspace.

White Space Between Pages
By default, Microsoft Word shows you extra white space between pages. You can show or hide
this white space by placing your cursor over the area and double-clicking it:

P Find -

Cu
. L | paBbeede AaBbecde AaBbCe |AaBbCc | AaBbccd AQB| aasbeer | 5, e
-] | 2%
P B = A-W-A- SEE- =
~ Format Painter ||B 1 U v x. x A- - fo RacE TNormal o Spacing Heading 1 | Heading2 | Heading 3 Title subtitle [<] | gojectr
Clipboara 5 Font 5 Paragraph 5 styles 5 Editing -

]
]
Double-click to hide white space

|List of Products and Services
What will we offer?

Market Analysis
‘Who will we sell to?

Organizational Structure

Trade Show
Team

Customer
Service

Pagesof8 285words L% Ell B - i + 9%

276 of 413



Microsoft Office Word 2016 — Part 1

THE PAGE SETUP DIALOG BOX

All along, we’ve been referring to the Page Setup dialog box. As we saw, you can open it from
the Size or Margin menus. You can also open it by clicking the option button in the bottom
right-hand corner of the Page Setup group on the Layout tab:

H ©- 6 -

File Home Insert Design
@ D'Q-' IE = Breaks ~
: _ D _ [ Line Numbers =
Margins Orientation  5ize Columns
> = = - bc Hyphenation -
Page Setup lh

Here is what the Page Setup dialog box looks like:

Paper Layout

Margins
Top: 1 = Bottom: 1 =
Left: 1 = Right: 1 =
Gutter: o = Gutter position: Left ~
Crientation

Portrait Landscape

Pages

Multiple pages: Maormal w

Preview

Apply to: | Whole document |

Set As Default Cancel
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Let’s take a brief look at each tab.

Margins Control margin size, page orientation, and the type of pages in the document.
Paper Set the paper size and source.

Layout  Set advanced options including section options, header and footer configuration,
and vertical alignment. This tab also contains commands for line numbers and
page borders.

Each tab also has a preview area (where you can see the effects of your changes before you
apply them) and a Set As Default button (so that every new document will have the current
page settings).

Activity 7-4
Controlling Page Layout

In this activity, you will apply some finishing touches to your product presentation handout.

1. Open Microsoft Word 2016 and open Activity 7-4:

Activity 7-4

m Microsoft Word Document
12.5 MB
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2. Let’sadd a blank page to the document so that the user can record notes. Scroll to

page 4 and place your cursor after the table. Click Layout - Breaks - Page:

]

Home Insert

References

Mailings

@ @ IE 'H Breaks ~ Indent Spacing
- ) ; ) Page Breaks
Margins Orientation Size Columns
- - - - Page
Page Setup » Mark the point at which one page ends
and the next page begins. [}
Column

7 B | AL

Indicate that the text following the celumn
break will begin in the next column,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text,

Section Breaks

-

Al (g (i

i

T
W

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

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

0Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

3. Type the word “Notes.” Click the Home tab and click the Heading 1 style to apply it:

e B I U-amx x [-¥-

Notes|

PageSof5  Téwords [[7

&

Paragraph

AaBbCcO | AaBbCcD: | AZBDC(

sl | 1NaSpac.. | Heading |

o
AG8bCCON AGBBCEDY | g

AQBI assoc
TWe  Subiile Subliebm. Emphasis

4

Heading 1

Shes

B iR - +

+ 9%
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4. Now let’s adjust the margins. Click Layout - Margins - Moderate:

H ©- 0 =

File Home Insert Design
i e
. . . ] [ Line Numbers
Margins Orientation  Size Columns
- - - - bc Hyphenation -
Normal =
Top: 1" Bottom: 1"
Left: 1" Right: 1"
Narrow
Top:  0.3" Bottormn: 0.5"
Left:  0.3" Right: 0.5"
Moderate
Top: 1" Bottorn: 1"
Left:  0.75" Right: 0.75"
Wide L\\s
Top: 1" Bottom: 1"
Left: 2" Right: 2"
Mirrored
Top 1" Bottom: 1"

Inside:  1.23" Qutside 1"

Office 2003 Default
Top: 1" Bottormn: 1"
Left:  1.25" Right: 1.25"

Custom Margins...
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5. Next, let’s increase the paper size. Click Layout - Size - Legal:

H ©- 0 -

File Home Insert Design

@ rtﬁ‘ IE "= Breaks ~ Indent
] D i fLine Numbers~ 2= Left
Margins Orientation  Size  Columns .
= = - - bc Hyphenation~ | =% Rigl
D A5 148x210mm il
5.83"x8.27"

B5 (150} 176x250mm
093" x 9.84"

Executive 7.25x10.5in.
7.25" % 10.5"

Ad 210297 mm
2.27" x 11.69"

Letter 8.5x11in.
85" x 11"

Legal 8.5x14in.
85" x 14" (s

R R

10x15cm
4" xg"

Axhin.
A" % "

10x15cm (tab)
A" % "

Axhin. (tab)
o

AB 105x148mm
413" x 583"

SxTin.
5" x 7"

8x10in.
8" x 10"

Envelope #10 4.1x9.5in.
412" x9.5"

Envelope DL 110x220mm
433" x B.66"

Envelope A2 111x146mm
437" x5.75" -

More Paper Sizes...
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6.

7.

Press Ctrl + Home to go back to the beginning of the document. Click the option

button in the bottom right-hand corner of the Page Setup group on the Layout tab:

H ©- ¢ -

File Home Insert Design
@ I-_L\?Ir IE W= Breaks *
: _ D _ [ Line Numbers -
Margins Orientation Size Columns
> > > - bt Hyphenation -
Page Setup ﬁ%

On the Margins tab, notice that the settings for the Moderate preset are shown:

Page Setup 7 x

Margins Paper Layout

Margins

Top: 1" = Bottom: 1 =
Left: 075 = Right: 0,75 =
Gutter: o = Gutter position: Left A
Crrientation

A)

Paortrait Landscape
Pages

Multiple pages: Marmal w
Preview

Apply to: | Whole document |

Set As Default Cancel
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8. Click the Paper tab. You will see the settings for your Legal size paper:

Page Setup ? >

Margins

Paper size:
Legal &.5x14in. e
Width: |8.5" =

4

L3

Height: 14"

Paper source

First page: Other pages:
- . - -  ®wmw-: .. - . =
Default tray (Tray 1 Default tray (Tray 1
Tray 1 Tray 1
Preview
Apply to: |Whole document |~ Print Options...

Set As Default Cancel
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9.

Page Setup

Margins  Paper | Layout |

Section
Section start: Mew page
Suppress endnotes
Headers and footers

[] Different odd and even
Different first page

Header: 0.5

From edge:

Footer: 0.5

Page

Vertical alignment: | Top

Preview

Apply to: |Whole document |~

Set As Default

4k

4k

Line Numbers...

Eorders...

Cancel

Finally, click the Layout tab and review the options shown here. You may recognize
your header and footer settings from the previous activity:

10. Cancel out of this dialog without changing any options. Save your document as Activity

7-4 Complete and close Microsoft Word 2016.
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Summary

In this lesson, you learned how to format pages using a variety of tools. You should now be able
to add a watermark to a document, format a page using borders and colors, and add headers
and footers to a document. You should also feel comfortable controlling page layout by
modifying the margins, orientation, paper size, vertical alignment, and page breaks.

REVIEW QUESTIONS

1. Which tab(s) contain(s) the command to insert a page break?

2. What is the command sequence to insert a pre-built watermark?

3. If you want your page color to be printed, what option needs to be enabled?
4. Which contextual tab is available when working with headers and footers?

5. What are the two available orientation options for a Microsoft Word document?
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LESSON 8:
PROOFING A DOCUMENT

Lesson Objectives

In this lesson you will learn how to:
= Check the spelling and grammar of a document
= Use other proofing tools, such as the thesaurus and translator

=  Check the accessibility of a document
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TOPIC A: Check Spelling and
Grammar

Microsoft Word 2016 has many tools to make sure your writing is grammatically correct. In this
topic, you will learn about the basic spelling and grammar check tools, as well as the dictionary
and the Insights pane. You will also learn how to perform a word count and check the
readability score of a document.

Topic Objectives
In this topic, you will learn:
= How to check the spelling and grammar of a document
= About the types of dictionaries available in Microsoft Word
= How to use the Insights pane
= How to view a document’s readability statistics
= How to perform a word count

SPELLING AND GRAMMAR CHECK OPTIONS

By default, Microsoft Word will mark spelling errors (2) and grammatical errors (3) as you type.
Word 2016 also checks for contextual spelling errors (1), where a word is spelled correctly but
used incorrectly.

I wish that their were mor formatting options in_Word.

You can right-click the underlined item to see commands for fixing that error and performing
more spelling-related actions:

I wish that their were mor formatting options in Wofg.
in Word

Ignore Once
B} Gramrmar...
% Hyperlink...
L Jd Mew Comment
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To run a full spelling and grammar check, click Review - Spelling & Grammar or use the F7
shortcut key:

H E ) ® ZoomFoods - Ward
File Home Insert Design Layout References Mailings View Q Tellm ou want to do...
ABC E] ABC a’i» @$ t/j E = LE simple Markup ~
v » A 7
: . “ B Show Markup ~
Spelling & Thesaurus Word Smart  Translate Language New  Delete Previous Mext Show Track o
Grammar Count | Lookup = = Comment Comments  Changes ~ Reviewing Pane ~
Proofing Insights Language Comments Tracking ]

Word will look for the first incorrect word or sentence. When it finds an error, you will see the
Spelling task pane:

ZoomFoods - Word

nc ailings i Signin
ABC = ABC ] [z [ 3 - T b & Previous
v B P & & D m=lE F
& [E) Show Markup 9 Next
Spelling & Thesaurus Word ~ Smart | Translate Language | New  Deleie Previous Next  Show Track Accept Reject Compare  Block Restrict
Grammar Count  Lookup - - Comment Comment ts  Changes ~ [5] Reviewing Pane ~ . - - Auth Editing
Proofing Insights Language Comments Tracking . Changes Compare Protect ~
Spelling w0
i
Ignore | | IgnereAll | | Add (6]
prepare
praper
Business Overview
prepper
ZoomFoods will prepre and distribute pre-packaged, frozen, Our Vision prepress
gourmet meals that are sold in grocery stores. Consumers can .,
then purchase the meals and reheat them at home. prepare
Change | | Changean {8
To be the world
leader in healthy, prepare =
high-quality, pre- - make
packaged meal - anange
- « train
solutions. To see definitions:
Sign in Using Your Micrasaft Account
English (United States) @ S
Page3of9 1of28swords L% B B - 1 + 9%

Here, you will see the identified error (1), as well as suggestions for fixing it (2). You can use
the options at the top to ignore one or all instances of this error or add the word to the
dictionary (3). Below the suggestion, there are commands to fix one or all instances of this
error using the suggested correction (4). At the bottom, you will see additional information (5)
about the word. (You can also click the speaker icon to have Word pronounce the word for
you.) Finally, the menu at the bottom of the pane allows you to choose your proofing language

(6).

Options for addressing grammatical issues are similar. Fewer commands are available,
however, and information about the grammatical error will be displayed instead of a dictionary
definition:
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;D a’%} ﬁi t,j E Eif§ simple Markup ~ ng

i [2 Show Markup = Next.
Smart | Translate Language  New  Delete Previous Nedt  Show Track Accept Reject
Count | Lookup - Comment es - [B]Reviewing Pane - .

Proofing Insights Language Tracking ] Changes

Inser

ABC = ABC
v E 123
Spelling & Thesaurus Word
Grammar

Business Plan

Company Description

500.gram single-serve product
730,gram family product

800 gram dessert packages
Mix and Match package

30-day meal package

In-home parties

Door-to-door consultants

Executive Summary
Here we will summarize the business plan.

Marketing and Sales Strategy

Page4of9 4of2sswords L E

ompare  Block Restrict
- ithors - Editing

Compare Protect S
Grammar v &
500 gram
Ignore
500-gram
Chang

“twenty-one” through " ninety-nine” are
hyphenated.

- Instead of: Our five year old son is learning
to read.
« Consider: Our five-year-old son is learning
to read.

« Instead of: There are fifty two cards in a
deck.

e
= Consider: There are fifty-two cards in a

English (United States) -
B - L + 9%

Once you have chosen how to manage each error, the next error will be shown. When all
spelling and grammar errors have been addressed, Microsoft Word will inform you that the

check is complete:

Microsoft Word 4

o Spelling and grammar check is complete,

THE DICTIONARY

Word checks for spelling errors by comparing every word in your document against its

dictionary. If a word is not in the dictionary, then it is considered incorrect. Of course, this

might not always be the case.
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Custom Dictionaries
Microsoft Word’s main dictionary cannot be customized. However, Word also includes a
customizable dictionary which allows you to add words (such as proper names) to it and expand

its spell-checking capabilities. To view this dictionary, or add other custom dictionaries, click File
- Options:

Account

Options

Feedback
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In the Word Options dialog box, click the Proofing category. Then, click the Custom Dictionaries

button:

Word Options

G |
enere 'T/BCJ Change how Word corrects and formats your text.
Display
_ AutoCorrect options
Save Change how Word corrects and formats text as you type: | AutoCorrect Options...
Language

When correcting spelling in Microsoft Office programs
Advanced
Ignore words in UPPERCASE

Custemize Ribbon
Ignore words that contain numbers

Quick Access Toolbar Ignore Internet and file addresses

Add-Ins Flag repeated words

Trust Center [ Enforce accented uppercase in French

[J Suggest from main dictionary enly
Custom Dictionaries...

French modes: Tradi%nal and new spellings |+~

Spanish modes: | Tuteo verb forms only v

The Custom Dictionaries dialog will open and allow you to manage and modify all custom

dictionaries:

Custom Dictionaries

All Languages:

RoamingCustom.dic (Default)

CUSTOM.DIC

English (United States)
default.dic

File path:

Dictionary language: |All Languages

? >

Dictionary List Edit Word List...

Cancel

THE INSIGHTS PANE

The new Insights pane can offer you all kinds of information about a selected word or phrase.
To begin, select the text you want to look up. Then, click Smart Lookup on the Review tab or the

right-click menu:
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ZoomFoods - Word

Spelling & Thesaurus Word | Smart | Translate Language | New  Delete Previous Next  Show Track Accept Reject Compare  Block Restrict
Grammar Count | Lookup - - Comment Comment its Changng“'E’W‘"g Pane ~ . - - A

Language Comment ts Tracking ] Changes Compare Protect ~

ncy ngs Q Tell me what you want to do.. Sign in
v o B &L 0 B B 0 R B ¥
Insights

Calibri (Body) = (11 | & A" As-
Busi B I U %« A~ i3IS Syies

Zoomruous wir prepare anu uisuuuLe pre-pacaged, frozen, Our Vision
By n grocery stores. Consumers can
then - reheat them at home.

B Copy

‘B Paste Options:

= To be the world
N} leader in healthy,
A nt. high-quality, pre-
S§ Paragraph.. packaged meal

£ _smart Lookup solutions.

Smomyms »

>
=T

By Tranglate

B Hyperink..
%3 New Comment

The Insights task pane will then open. You may be prompted to accept a privacy statement.
Click “Got it” to proceed:

Insights 2

We value your privacy

To bring you relevant Insights, we
send data to Bing that includes your
highlighted term and some
surrounding content.

Before we go ahead, please take a
moment to read through our privacy
statement for more details.

(Once this statement is accepted, you should not be prompted to accept it in the future.)
The Insights pane will display all sorts of information about the selected text:
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H -6 =

File Home  Inset  Design  Layout  References  Mailings
ABC = o e
v Ed JORIL S
Spelling & Thesaurus Word = Smart | Translate Language ~ New  Delete Previo:
Grammar Count  Lookup - . Comment
Proofing Insights Language Comments

Business Overview

ZoomFoods will prepare and distribute pre-packaged, frozen,
gourmet meals that are sold in grocery stores. Consumers can
then purchase the meals and reheat them at home.

Page3of9 1of2sswords L

Show Track
Comments | Changes - [ Reviewing Pane

ZoomFoods - Word

Tell me what you want to do..

Eif simple Markup
[ Show Markup -

Tracking

Our Vision

To be the world
leader in healthy,
high-quality, pre-
packaged meal
solutions.

& Previous
9 Next
Accept Reject Compare  Block Restrict
< - - Authors - Editing
(] Changes Compare Protect P
Insights &8
Explore Define
~
Gourmet

= - [m) x

Signin £, Share

gour-met [ gér'ma, gc‘;cl—] <)

noun
a conneisseur of good food: a person
with a discerning palate.

Ssynonyms: gastronome, epicure,
epicurean, connoisseur, foodie

fies © Oxfor

Powered by OxfordDic ersity

More
Explore with Wikipedia

Gourmet - Wikipedia, th...
Gourmet is 3 cultural ideal
associated with the culinary

Gourmet Foods - Wikipe..

7Ull[f] Gourmet Foods is a bakery

and confectionery chain bas...

More
Web search

Gourmet - Official Site

The exclusive online home of Gourmet, the
Magazine of Good Living. Recipes, popul.

+ 9%

You can navigate through this pane using the text and image hyperlinks.
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To see a definition, click the Define tab:

Insights N

Exmloré Defipe

Gourmet _
gour-met [ gbr'ma, goor-] 4

noun
noun: gourmet, plural noun: gourmets

1. a connoisseur of good food; a person
with a disceming palate.

spnonyms: gastronome, epicure, epicurean,
connoisseur, foodie

origin

early 19th cent.: French, originally meaning
'wine taster,” influenced by geurmand.

THE READABILITY STATISTICS DIALOG BOX

Microsoft Word also features a tool that gauges the readability of your document. In a nutshell,
readability refers to how easy a piece of writing is to read. A publication such as Reader’s

Digest scores low, meaning it is accessible to many people, where a magazine such as The New
Yorker scores high.
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If these statistics are relevant to you, you can have Microsoft Word display a document’s

readability score after completing a spelling and grammar check. To do this, check the “Show

readability statistics” option in the Proofing category of the Word Options dialog box:

Word Options

General
Display
Proofing
Save
Language

Advanced

Add-Ins

Trust Center

Customize Ribbon

Quick Access Toolbar

'i‘ﬁi Change how Word corrects and formats your text.

AutoCorrect options

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

‘When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE
Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated wards
[] Enforce accented uppercase in French
[ Suggest from main dictionary only
Custom Dictionaries...
French modes:  |Traditional and new spellings|

Spanish modes: | Tuteo verb forms only ~
‘When correcting spelling and grammar in Word

Check spelling as you type

Mark grammar errors as you type

Frequently confused words

Check grammar with spelling
Show readability statistics

Writing Style: [Grammar[w] | Settings..

Recheck Document

Excentions for: W Activity 5-3 v

~

0K Cancel

You will now see advanced statistics at the end of a spelling and grammar check:

Readability Statistics

Counts
Words
Characters
Paragraphs
Sentences

Averages
Sentences per Paragraph
Waords per Sentence
Characters per Word

Readability
Flesch Reading Ease
Flesch-Kincaid Grade Level

244
1,369
49
14

2.8
9.0
4.8

BE.7
6.1

et

The top part offers a count of various elements in your document, much like the Word Count
dialog box. Next, the averages of those elements are shown. Finally, you can see how readable

your document is.
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Readability Scores
The formula for the Flesch Reading Ease score is:

206.835 — (1.015 x ASL) — (84.6 x ASW)|

Where:
= ASL = average sentence length (the number of words divided by the number of
sentences)
= ASW = average number of syllables per word (the number of syllables divided by the
number of words)

The formula for the Flesch-Kincaid Grade Level score is:

(0.39 x ASL) + (11.8 x ASW) — 15.59)

Where:
= ASL = average sentence length (the number of words divided by the number of
sentences)
= ASW = average number of syllables per word (the number of syllables divided by the
number of words)

THE WORD COUNT DIALOG BOX

Microsoft Word also offers a tool that will count words, pages, and more for you. You can view
a quick count in the status bar:

Page3of 8 1of282words [

You can click the Words item in the status bar or click the Word Count command in the Proofing
group of the Review tab to perform a full word count:

H ©- 0 =

File Home Insert Design Layout References Mailings Review
ABC = ABC ¥ &E,’.--. o
v L& 3 ﬂ) ad AT .
Spelling & Thesaurus  Word Smart  Translate Language New  Delete Previous MNext
Grarmmar Coun& Loakup - - Comment
Proofing Insights Language Comments

The Word Count dialog box will provide basic statistics for the entire document:
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Word Count ? >
Statistics:
Pages ]
Words 282
Characters [no spaces) 1,555
Characters [with spaces) 1,782
Paragraphs 63
Lines 116
Include textboxes, footnotes and endnotes

AcTiviTy 8-1

Checking Spelling and Grammar

In this activity, you will check the spelling and grammar of a product information document you
have been working on. You will also ensure that it is under 100 words and at an appropriate
reading level.

In order to complete this activity, you should have the Bing dictionary installed.

1.

Open Microsoft Word 2016 and open Activity 8-1:

Activity 2-1
m Microsoft Word Document
72.2 KB
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2. Let’s ensure the settings for what we want to do are correct. Click File - Options:

Account

Options

Feedback
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3.

4,

When the Word Options dialog appears, click the Proofing category on the left:

Word Options

Display

Proofing I}
Save

Language

Advanced

Customize Ribben
Quick Access Toolbar
Add-Ins

Trust Center

E&‘jo' General options for working with Word.

User Interface options

Show Mini Toolbar on selection ©
Enable Live Preview @
Update document content while dragging @

ScreenTip style: |Show feature descriptions in ScreenTips

Personalize your copy of Microsoft Office

User name: [Acme Widgets

Initials:

[ Always use these values regardless of sign in to Office.

Office Background:
Office Theme: Colorful

Start up options

Choose the extensions you want Word to open by default: Default Programs...

Tell me if Microsoft Word isn't the default program for viewing and editing documents.

Open e-mail attachments and other uneditable files in reading view ©

Show the Start screen when this application starts
Real-time collaboration options

[ Show narmes on presence flags

Word Options

General
Display
ES
Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

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

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses

Flag repeated words

[ Enferce accented uppercase in French

[ suggest from main dictionary only

Custom Dictionaries...
French modes: | Traditional and new spellings| ~ |
Spanish modes: | Tuteo verb forms only

[When correcting spelling and grammar in Word

Check spelling as you type

Mark grammar errors as you type
Frequently confused werds
Check grammar with spelling
Show readability statistics

Writing Style: Grammar. Settings...
Recheck Document

[ Hide spelling errors in this document only

Exceptions for:

[ Hide grammar errors in this document only

Make sure all options under the heading “When correcting spelling and grammar in
Word” are checked. Make sure no options under the “Exceptions for” heading are
checked. Click OK:
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5.  Click Review - Spelling & Grammar to start a full spelling and grammar check:

H ©- ©

File Home Insert Design Layout References Mailings

ABC ABC N O &
v L2 JORICT S G
Spelling & Thesaurus Word ~ Smart | Translate Language New  Delete Previous MNext
Gramng Count Lookup < = Comment
Proofing

Insights Language Comments

6. The Spelling task pane will open. The first error isn’t actually an error; it’s our product
name. Click Add to add it to the dictionary:

=] = o x

File Home  Insert  Design Layout  References  Mailings ignin £ Share

ABC B ABC oy o) + o B§ L
R = T ¥
4 [El Show Markup - 59 Next
Spelling & Thesaurus Word  Smart  Translate Language  New  Delete Previous Next  Show Track Accept Reject Compare  Block  Restrict
Grammar Count  Lookup - - Comment Comments | Changes - [F]Reviewing Pane ~ - - - Authors - Editing
Proofing Insights Language Comments Tacking B Changes Compare Protect -
Spelling &

QuikBrew
Ignore | | Ignore Al Adh

QUIKBREW — JUST FOR e
You! QuildBrewy

The QuikBrew system is the newest ingvation in coffee making. With almost unlimited

customization options and the biggest coffee selection on the market, you're sure to find the

QuikBrew that's right for you.

Features

Makes individual cups of coffee

Starts up in eight seconds

Keeps itself clean with self-sanitizing mode

256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cup
. Choose you're cup design.

. Choose ygu're cup size.

. Choose up to thre coffee flavors.
Add up to five toppings.

. Press BREW NOW.

Enjoy!

oo R w N

English (United States) =

Pagelof1 1ofsswords L% B B - i + %%
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7. The next error is a typo. Click Change to fix it:

Spelling M
inovation

lgnore lgnare All Add

innovation

Change Change All

innovation @I
= novelty
« invention

« revolution

8. The next two errors involve commonly confused words. Fix both of these errors:

- X

Home  Insert  Design Layout  References  Mailings Signin 9, Share

A‘/Bc D ;D %} §$ -E-; E . [ simple Markup ~ [‘\

4 [2) Show Markup~
Spelling & Thesaurus Word ~ Smart  Translate Language  New  Delete Previous Next  Show Track

& Previous

2 Next

Accept Reject Compare  Block  Restrict
Grammar Count Lookup = = Comment Comments | Changes - [PIReviewing Pane ~ . "+ + Authors - Editing
Proofing Insights | Language Comments Tracking = Changes Compare Protect “
Grammar Ve
you're
Ignore

QUIKBREW —JUST FOR - =
YOU!

Change
The QuikBrew system is the newest innovation in coffee making. With almost unlimited

customization options and the biggest coffee selection on the market, you're sure to find the S s s

One should pay special attention to words
that sound similar and may have related
meanings. They often represent different
parts of speech (word classes) and have
different spellings.

QuikBrew that's right for you.

- Instead of: Could you please advice me?
- Consider: Could you please advise me?
Features
= Makes individual cups of coffee
Starts up in eight seconds
Keeps itself clean with self-sanitizing mode
256 gluten-free, organic flavors currently available

- Instead of: Lets do something fun tonight!
- Consider: Let's do something fun tonight!

Easy Steps to Your Perfect Cup
. Choose your cup design.

. Choose you're cup size.

. Choose up to thre coffee flavors.
Add up to five toppings.

. Press BREW NOW.

Enjoy!

o w N

English (United States) -

Pagelof1  5ofSswords (% B B - # + %%
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9. The final error is a typo. Click Change to fix it:

Spelling M
thre

lgnore lgnare All Add

three
threw
the

there

throe

Change Change All

three i

10. The spelling and grammar check will now be complete. When the Readability Statistics
appears, review the scores that have been calculated and the word count. Click OK to

close this dialog:

Readability Statistics ? x
Counts
Words 29
Characters 472
Paragraphs 14
Sentences g9
Averages
Sentences per Paragraph 1.1
Wards per Sentence 6.6
Characters per Word 4.8
Readability
Flesch Reading Ease 731
Flesch-Kincaid Grade Level

11. Finally let’s double-check the length of the document. You can find this information in
the status bar. You will see that it is indeed under 100 words, although the count is

slightly different than the one displayed in the Readability Statistics dialog box:

Page 1 of 1 O
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12.

Finally, let’s check out the new Insights pane. Right-click any instance of the word

“Coffee” and click Smart Lookup:

Features

Leelawad 12 <A AN s
eelawades A A &_
B I U ¥~ A~z |-i= - Styles

Makes individual cups of cm‘ﬂ“"

+ Starts up in eight seconds
s+ Keeps itself clean with self-sa

s 256 gluten-free, organic flava "0

Easy Steps to Your Perfect Cup

1.

13.

H o-

S

Choose your cup design.

Choose your cup size.

Choose up to three coffee flavors.
Add up to five toppings.

Press BREW NOW.,

Enjoy!

Fle  Home Inset Design  Layout  References  Mailings
ABC = ABC N O *
v E JORICT < =
Spelling & Thesaurus Ward New  Delete Previous Next  Show

Grammar

Proofing

Smart  Translate Language
Count | Lookup - -
nsights

Language Comments

QUIKBREW —JUST FOR
YOU!

The QuikBrew system is the newest innovation in coffee making. With almost unlimited

customization options and the biggest coffee selection on the market, you're sure to find the

QuikBrew that's right for you.

Features
«  Makes individual cups of coffee
Starts up in eight seconds
Keeps itself clean with self-sanitizing mode
256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cup
. Choose your cup design.

Choose your cup size.

Choose up to three coffee flavors.
Add up to five toppings.

Press BREW NOW.

Enjoy!

o v e W

Pagelofl  9swords LR

B oY =

Track.

Comments  Changes -

@uﬁ@fﬁ@w

Paste Options:
il

[

Adjust List Indents...

Font...
Paragraph...
Smart Lockup

L3

Synonyms 4

Translate

Hyperlink...

Mew Comment

The Insights pane will open with information about coffee. Review this information:

8 Simple Markup ~ N L & Previous
s : (3
[21 Show Markup - 7 Next
Accept Reject Compare | Block Restrict
[FlReviewing Pane = - - Authors - Editing
Tracking & changes Compare Protect S
Insights <&
Explore Define
~
Coffee
Coffee is a brewed dink prepared from
roasted coffee beans, which are the seeds
of “berries" from the Coffea plant. Coffee
plants are cultivated in over 70 countries,
primarily in the equatorial regions of the
More
Explore with Wikipedia
Coffee - Wikipedia, the f.
2 Coffee is a brewed drink
B prepared from roasted coffe
List of coffee drinks - Wi
Coffee drinks are made by
* brewing hot water with grou.
More
Bing image search
B B - i + 9%
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14. Next, click the Define tab:

Insights X

Explore
~
Coffee
Coffee is a2 brewed drink prepared from
roasted coffee beans, which are the seeds
of "berries” from the Coffea plant. Coffee
plants are cultivated in over 70 countries,
primarily in the equatorial regions of the ...
enwikipediaorg - Text under CC-8Y-5A license
15. Click the speaker icon to hear the pronunciation of this word:

Insights v
Explore  Define @
coffee

coffee [ kéfe, kifs] 4)

i | Listen to the prenunciation

coffee (Noun)
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16. Once you have listened to the pronunciation, close the Insights task pane:

' v X
Insights N

Close
Explore  Define

coffee
coffee ['kofs, "kafa] )

noun
coffee (Moun)

1. a drink made from the roasted and
ground beanlike seeds of a tropical
shrub, served hot or iced:

17. Save your document as Activity 8-1 Complete and close Microsoft Word 2016.
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TOPIC B: Other Proofing Tools

We know that you can right-click a spelling or grammatical error and see possible solutions. In
addition to these contextual commands, you can use Microsoft Word’s research tools to look
up information such as encyclopedia articles, definitions, and more. This topic will introduce
you to these tools.

Topic Objectives
In this topic, you will learn:

How to use the thesaurus

How to use the Thesaurus task pane

How to translate text

How to use the Research Options dialog box

THE THESAURUS

To use the thesaurus, right-click a word and choose Synonyms:

Calibri (Body) (11 «| A* A" o As-
ol

By B I UW-A-~+i=+ syes
Zo S . ackaged, frozen,
gormmmnt mannle thet ~en cald in grocery stores. Consumers can
the ind reheat them at home.
‘-D Paste Options:
il
O
A Font..
=y Paragraph...
,(D Smart Lockup
Synonymg b epicurean
B Translate hedonistic
% Hyperlink... decadent
L ¢ MNew Comment pleasure-seeking

pleasure-loving
sensualist

Spartan (Antonym)
epicure

EZ Thesaurus..
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If you want to replace the current word with a word in the list, just click it.

You can click Thesaurus in the right-click menu or click Review - Thesaurus to open the full

tool:

ZoomFoods - Word

Home  Inset  Design  layout  References  Mailings

Signin

s
), Share

;D a’1 [ Eif§ simple Markup ~ & Previous [‘a
& “ 2 show Markup ~ 2 Next
Spelling & [Th ord  Smart  Translate Language =~ New  Delete Previous Nest  Show Track X Accept Reject Compare  Elock Restrict
Grammar Count  Lookup - - Comment Comments  Changes - [ Reviewing Pane ~ - - Authors - Editing
Proofing Insights Language Comments Tracking 5 Changes Compare Protect -~
Thesaurus Vs
[ Calibri(Body) < |11 | & o o As- gourmet el
Busil A
B I U¥-A- 1= v styles ..
Zoom 4 B =-packaged, frozen, Our Vision “ epicurean (ad})
epicurean
gourr ~* ~~~l-thot =~ o9|d in grocery stores. Consumers can ht\iummc
ut
then; ©° and reheat them at home. decadent
B3 Copy
N § pleasure-seeking
rh EEStCOvtioes pleasure-loving
QD To be the world censualist
A Fort leader in healthy, , Spartan lntonym)
epicure (n)
S Paragraph.. high-quality, pre- epicure
O Smart Lookup packaged meal gastronome
epicurean
»
Synonyms epicurean solutions. connoisseur
Eg Transiate hedonistic foadie
&, Hyperlink. decadent gourmand
%3 New Comment pleasure-seeking food lover (Dictionary Form)
pleasure-loving
epicure
gourmet <
To see definitions:
Sign in Using Your Microsoft
Account
English (United States) -
Page3of9 1of2s5words L% & B - 1 + 116%

Now you can use the Thesaurus task pane to find an appropriate synonym. When you are

finished, click the X in the task pane to close it.
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THE THESAURUS TASK PANE

Let’s take a closer look at the Thesaurus task pane:

Thesaurus

gourmet o ):l'

4 epicurean [ad].)
epicurean
hedaonistic
decadent
pleasure-seeking
pleasure-loving
sensualist
Spartan (Antonym)

4 epicure (n.)
epicure
gastronome
epicurean
connoisseur
foodie
gourmand

food lover (Dictionary Form)

gourmet <

1. somebody who enjoys and

knows a lot about good food
and drink

See maore...

Results by:  Bing Dictionary

0 English (United States) -

At the top of the task pane, you can enter a search term and press Enter to perform a search
(1). The results of your search will be displayed in the main area of the task pane (2). You can
click a word to search for it or right-click it for options. Below the results, you will see a
definition (3) for the search term. (You can also click the speaker icon to hear the pronunciation
of the word.) Finally, at the bottom of the task pane, you can choose the language (4) you want
to use.
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Like any other task pane, the Thesaurus task pane can be resized or moved. When you have
finished working with it, click the X to close it.

THE TRANSLATION FEATURE
To translate a word or selected text, click Review - Translate:

H ©- 0 -

File Home Insert Design Layout References Mailings
ABC ABC v &E":.--.

v L[ P ax §F

Spelling & Thesaurus Word Smart  Translate Language New  Delete Previous Mext
Grammar Count = Lookup = = Comment

Proofing Insights Translate Document ients

an online translation service

=h Translate Selected Text

835 Translate the selected text into a
different language

& Mini Translator
=% -

83, Pause on words or selected
paragraphs for a quick translation

Choose Translation Language...

As you can see, there are three options.
= Translate Document will convert the whole document via machine translation.

= Translate Selected Text will translate the selected word or phrase, replacing that word
or phrase with the translated text.

= Mini Translator will add a ScreenTip-style translation for a word or phrase.
Use Other Languages

To change display, help, and editing languages, click Review - Language - Language
Preferences:

H -0 -

File Home Insert Design Layout References Mailings

ABC ABC oy (_:E";.--.

v (i O af GF [
Spelling & Thesaurus Word Smart | Translate Language New  Delete Previous MNext
Grammar Count Lookup = o Comment

Proofing Insights lang ¥ Set Procfing Language... iments

Language Preferences... b
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This will open the Word Options dialog box to the Language category. You can use the

commands in this category to make the desired changes:

Word Options

General
Display
Proofing
Save

Cnage |
Advanced
Custemize Ribbon
Cuick Access Toolbar
Add-Ins

Trust Center

ﬁ$ Set the Office Language Preferences.

Choose Editing Languages

Add additional languages to edit your documents, The editing languages set language-specific features, including
dictionaries, grammar checking, and sorting

Editing Language Keyboard Layout  Proofing (Spelling, Grammar...)
English (United States) <default> Enabled :l; Installed
[Add additional editing languages] ~

Let me know when | should download additional proofing tools.

Choose Display and Help Languages

Set the language priority order for the buttons, tabs and Help(

Display Language Help Language
1. Match Microsoft Windows <default> 1. English <default>
2. English - 2, Match Display Language .

I View display languages installed for each Microsoft Office program

% How do | get more Display and Help languages frem Office.com?

OK Cancel

Note that some languages may require you to download and/or purchase special installation

packages from Microsoft.
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THE RESEARCH OPTIONS DIALOG BOX

To customize Microsoft Word’s research tools, click File - Options to open the Word Options
dialog box:

Account

Options

Feedback
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Then, click the Trust Center category. Here, click the Trust Center Settings button:

Word Options ? X
General
Help keep your documents safe and your computer secure and healthy.
Display
Proofing Security 8 more
Save Visit Office.com to learn more about protecting yeur privacy and security.
Language Microsoft Trustworthy Computin
Advanced

Microsoft Word Trust Center
Custemize Ribbon
The Trust Center contains security and privacy settings. These settings help keep your

computer secure. We recommend that you do not change these settings. Trust Center Settings...

Cuick Access Toolbar

Add-Ins

The Trust Center dialog box will open. Here, click the Privacy Options category and click the
Research Options button:

Trust Center 7 x

Trusted Publishers . .
Privacy Options
Trusted Locations
[ Send persenal information to Microsoft to make improvements to Office.

Trusted D t: . . . . .
fusted Hocuments Let Office connect to Microsoft's enline services to provide functionality that's relevant to your location and

Trusted Add-in Catalogs
Add-ins

ActiveX Settings

Macro Settings
Protected View
Message Bar

File Block Settings

preferences.
Read our privacy statement
Document-specific settings

[J Warn before printing, saving or sending a file that contains tracked changes or comments
Store random numbers te improve Combine accuracy &

Make hidden markup visible when cpening er saving

Document [nspector...

Research & Reference

Translation Options...

Research Options...
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The Research Options dialog box will now open:

Research Cptions 7 x

To activate a service for searching, select the check box associated with that service.

Services:

Reference Books Y

|:| Diccionario de la Real Academia Espanola
Encarta Dictionary: English (Marth America)
|:| Encarta Dictionary: English [LU.EK)}

|:| Encarta Dictionary: French

|:| Thesaurus: English [(United Kingdom)
Thesaurus: English (United 5tates)
Thesaurus: French [France)

Thesaurus: Spanish [Spain)

Translation

Research Sites
Bing [Current Favarite]

|:| Bing [Arabian countries, English}
g Bing [Australia) v

Add Services... Update/Remove... Parental Control...

Cancel

Using this dialog, you can customize the research services that are available, as well as add new
services and enable parental control filters.

ACTIVITY 8-2
Using Other Proofing Tools

In this activity, you will use some of the other proofing tools on the Review tab. An Internet
connection is required for this exercise.

1. Open Microsoft Word 2016 and open Activity 8-2:

mE Microsoft Word Document
—| 147KB
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2.

3.

First, let’s simplify a few words in this document. Select the word “innovation” in the

first paragraph. Then, right-click it and point to Synonyms:

& X cat ; R TR L e
e Ledowadee -[12 [N A (A3 B e iE T aadbeene] Assbeeoe AaBbC AaBoce AR

Paste . A-Y- . =. ™ - . 1 Normal | ¥ No Spac. Heading 2 Title Subtitle
¥ Fommatsiner | B I M -mx x| Q-¥-A- B=== 1= ! No & Hesding 1 e Subtitl
Cipboard . s styes

QUIKBREW —JUST FOR YOLI!

Ledawadee 112 < A X ¥ As

B I UW-A-:
The QuikBrew system is the newest innovationin coftee making. With almost unlimited

customization options and the biggest coffe fa copv =2 market, you're sure to find the
%, Paste Options:
QuikBrew that's right for you. T‘

5

Features
e Makes individual cups of coffe m

Starts up in eight seconds

Keeps itself clean with self-sanitizing mode

256 gluten-free, organic flavors currently availa

Easy Steps to Your Perfect Cup
1. Choose your cup design.

. Choose your cup size.

. Choose up to three coffee flavors.

. Add up to five toppings.

. Press BREW NOW.

Pageiatt Totssworns (B ® 3

[V SN

+ %

Click the Thesaurus option to open the full tool:

Home Design  Loyout  Relerences
- X 5
s ﬁ:w Ledawadee -[12 - A A [Aa- B D e AaBbeede| AzBbcede AaBb( AAI
i ;.;wmwmt« B I U-axx X -A-BE== = A-F- 1Normal | TNoSpac.. Headingl Hesding2  Title Subtitle
Cipboard 5 Font 3 Paragrash n styes -
"UlKBREW JUL(e\aAedu e kN AT
B I UW-A-T T e
The QuikBrew system is the newest innovation'in coffee making. With almost unlimited
% Cu
customization options and the biggest cc i Copy the market, you're sure to find the
f~ Paste Options:
QuikBrew that's right for you. i
wp
Features
e Makes individual cups ofcu‘f" A
o Starts up in eight seconds - W'W
* Keeps itself clean with self-sanitizing mode Wepreiient
o 256 gluten-free, organic flavors currently ave
Easy Steps to Your Perfect Cup
1. Choose your cup design.
2. Choose your cup size.
3. Choose up to three coffee flavors.
4. Add up to five toppings.
5. Press BREW NOW.
6. Enjoy!
Pagelotl 1ot Sworss (9 L ) + 1%
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4. The Thesaurus pane will display the results. The word “advance’

straightforward. Right-click this word and click Insert:

4

et Design  Layout e
. X, - = Py 2 Find -
A Cut Leclowadee - [12 - K & Aa- A I - == i aaBbeche| Aasbeede AaBbC AAL o
(Fa R - . | & . . ! . - e Replace
e et romatpainer | B T M (R A === = (8- Normal | TNaSpsc.. Hesdingl Hesfing2  Tite Sabtitle || peg
Clipboara Font ] Parsqragn n sttes Eating ~
Thesaurus i
innevatian 2
arigination
The QuikBrew system is the newest innovation in coffee making. With almost unlimited modernestion
improvement
—_— . . . | advance >
customization options and the biggest coffee selection on the market, you're sure to find the modermsm 57 nset [
orginalty | gy o,
QuikBrew that's right for you. SHRGOION [ iy
Features
* Makes individual cups of coffee
s Starts up in eight seconds
* Keeps itself clean with self-sanitizing mode
= 256 gluten-free, organic flavors currently available
Easy Steps to Your Perfect Cup
1. Choose your cup design. Lo o
To see definitians.
2. Choose your cup size. ‘igniﬂ‘lhrg‘VﬂmMuMnh
3. Choose up to three coffee flavors. Account
4. Add up to five toppings.
5. Press BREW NOW.
6. Enjoy!
English (United States) =
Pagelof1 1ofS5werds [ ®E 5 - i + 6%

5. The replacement will be made:

QUIKBREW — JUST FOR YOU!

The QuikBrew system is the newest advance [n coffee making. With almost unlimited

customization options and the biggest coffee selection on the market, you're sure to find the

QuikBrew that's right for you.

sounds a bit more
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6. Next, copy and paste the word “organic” from the fourth Features bullet into the

Thesaurus. Click the magnifying glass icon to perform the search:

QUIKBREW —JUST FOR YOU!

¥ asgbcenc aspocooe AaBbC

The QuikBrew system is the newest advance in coffee making. With almast unlimited

customization options and the biggest coffee selection on the market, you're sure to i

QuikBrew that's right for you

Features
* Makes individual cups of coffee
« Starts up in eight seconds
s Keepsitself clean with self-saeffizing mode
+ 256 gluten-free, organicfavors currently available

Easy Steps to Your Perfect Cup
Choase your cup design.

Choose your cup size

Choose up to three coffee flavors.

LN

Add up to five toppings
Press BREW NOW.
Enjoy!

7. Ensure that the word “organic” is still selected. Right-click the word “natura

Insert:

Thesaurus

(€ | organic

4 carbon-based (adj.)
carbon-based
biclogical
living
animate
animal
plant

inorganic (Antonym)

[N

gradual (adj.)
gradual

natural
spontaneous

slow

unforced

free

artificial (Antonym)

[

natural (adj.)

natural

whole | =5 |nsert
unrefinet
untreateu..EE oy
crude

macrobiotic
unprocessed

pure

> X

III

and click
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We're all done replacing words, so close the Thesaurus task pane:

Thesaurus M "%
@ arganic }jCIDEE

4 carbon-based (ad].)
carbon-based
biclogical

living

animate

animal

plant

inorganic (Antonym)
gradual (adj.)

Now, we need to familiarize ourselves with the Spanish translation of some of the
terms in this document. To begin, click Review = Translate - Choose Translation
Language:

H ©- 6 =

File Home Insert Design Layout References Mailings

ABC ABC oy ﬁ.—-—.
v [ P ag xF
Spelling & Thesaurus Word ~ Smart  Translate Language New  Delete Previous Next

Grarmmar Count  Lookup i = Comment

Proofing Insights & Translate Document 1ents

an online tranczlation service

=h Translate Selected Text

84 Translate the selected text into a
different language

" Mini Translator
=

83 Pause on words or selected
paragraphs for a quick translation

Choose Translation Language... %
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10. The Translation Language Options dialog will open. In the “Choose Mini Translator”
section, choose Spanish for the “Translate to” language:

Translation Language Options

o .
a&) Choose translation languages

Choose document translation languages

Tranclate fram: |Eng|ish (United States)

Translate to: |Spanish (Spain)

[<][<]

Choose Mini Translator language

Translate to:

3% Spanish (Spain)

dy Jdpdliese

a% Keorean

a% Latvian

#% Lithuanian

% Malay (Malaysia)

% Maltese

a% MNerwegian (Bokmal)
% Persian (Iran)

% Polish

a% Portuguese (Brazil)
3% Romanian

% Russian

a% Serbian (Cyrillic, Serbia)
a% Serbian (Latin, Serbia)
% Slovak

% Slovenian

a% Swedish (Sweden) !!

32 Thai

% Turkish

% Ukrainian

a% Urdu (Pakistan)

% Vietnamese

% Welsh
Definition

E Encarta Dicticnary: English (Nerth America)

=]
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11. Click OK:

Translation Language Options ? X
LY .
a&;) Choose translation languages
Choose document translation languages
Translate from: | English (United States) ~

Translate to: Spanish (Spain)

Choose Mini Translator language

Translate to: Spanish (Spain) w

12. Now, click Review = Translate - Mini Translator:

Activity 8-2 - Word

B ©- 6 -

File Home Insert Design Layout References Mailings

v B3 O & ®F O E B

Spelling & Thesaurus Word ~ Smart  Translate Language MNew  Delete Previous Next Show Trac
Grammar Count Lookup hd hd Comment Comments  Chang
Proofing Insights Translate Document

= Translate Selected Text
835 Translate the selected text into a different language

E}‘ Mini Translator [Spanish (Spain)]
835 Pause on words or selected paragraphs for a quick translation lk

Choose Translation Language...

13. Click Yes to confirm the operation:

Mini Translator 7 >

To translate your document, text will be sent over the Internet in a secured format to Microsoft or a third-party translation service
provider. Note that if you turn on Mini Translator, it will remain on every time the application is used,

Do you want to proceed?

D Don't show again.

=
o

Yes

(If you do not see this dialog box, skip to the next step.)
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14. Move your mouse over any instance of the word “coffee.” After a moment, you should

see the mini translator appear with the translation. It will look faded; move your
mouse over it to view the complete translation:

QUIKBREW — JUS,mom ]

coffee
) . café masculno; a cup of coffee un café L.
The QuikBrew system is the newest adv t unlimited

QB |» 2]

customization options and the biggest cofﬁe selection on the market, you're sure to find the

QuikBrew that's right for you.

15. Try using the mini translator on a few more words:

Features

¢  Makes individua 5
. aly . A LfiDl. 1T . shy

* Starts up in eigh B I U~ LA -iz-iz~ shle

*  Keeps itself cle

s 256 g[uter,_fre;l}liilingual Dictionary
clean

1. adietive limpio

2. adverbio cologquial (completel) completamente

3. verbe transitive limpiar ; clean one’s teeth limpiarse
los dientes; I must have my coat deaned tengo que

Easy Steps to Your Pel levar elabrigo a fa tintoreria
1. Choose your cup desig ¢ [z | » (2

Choose your cup size.

Choose up to three coffee flavors.

Add up to five toppings.

Press BREW NOW.

Enjoy!

Leelawadee = |12 | A" A7 & A.J-
F

tal L BV !

S

16. When you’re finished, save your document as Activity 8-2 Complete and close
Microsoft Word 2016 to complete this activity.
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TOPIC C: Check Accessibility

As you complete work on a document, it’s important to ensure that its content can be accessed
by everyone. In this topic, we will learn about the components of making a document
accessible and how to ensure that your document can be read by anyone in your audience.

Topic Objectives
In this topic, you will learn:
» About the elements of an accessible document
»= About Section 508, which governs document accessibility in the United States
= How to use the Accessibility Checker
= How to add alternative text to objects

ACCESSIBILITY

There are eight key elements to making a document accessible. Let’s explore each of these
components.

Alternative Text
The term “alternative text” refers to text that is assigned to an object so that it can be used by
screen readers to describe an image to users with visual impairments.

Table Accessibility
To help users interpret the data in a table, always ensure that tables have proper column and
row headings. Table data should read from left to right and top to bottom.

As well, try to avoid awkward layouts, such as complex split cells or blank cells.

Styles

Using styles in an appropriate manner can help all readers understand the flow of a document.
For example, heading styles should be used in descending order. If you are creating your own
styles, name them appropriately so that readers can easily navigate the text.

The default fonts for headings and regular (body) text are defined using the top-level styles
+Heading and +Body. This gives readers another way to easily identify the structure of your
document.

Hyperlink ScreenTips

When creating hyperlinks, you can set a ScreenTip that will be displayed by screen readers or
when the reader moves the cursor over the link:
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Link to: Text to display: | gourmet ScreenTip... *
_@ Look in: = Documents ~ 'f&
Existing File
or Web Page . .
: current | 3&t Hyperlink ScreenTip ? > CRFHNET -
§ Folder
ﬂ ScreenTip text: Target Frame...
Place in This |
Document Browsed
Pages
Create New Recent
Document Files
Address: i
E-mail
Address
Cancel

Use this ScreenTip to include descriptive text about the link, rather than just the link itself.

Blank Characters

Try not to manually add empty space to your document. Instead, use formatting tools to do so
automatically. Otherwise, users and screen readers might think that the blank space means the
end of the document.

Floating Objects
To maximize accessibility, use the “In line with text” wrapping style. Other styles can make the
document hard to read and/or interpret.

Watermarks

Avoid using watermarks if people with visual impairments will need to read your document.
Watermarks can be hard to see and can also be misinterpreted by screen readers. Instead, add
the information as an appendix or in the footer.

Closed Captions
If your document includes audio or video that does not support closed captioning, include a
text-only transcript of the file in the document.

SECTION 508

In the United States, Section 508 lays out the requirements for accessibility to technology by
people with disabilities. This means that every government service, document, product, etc.
must meet certain standards in order to ensure that they can be used by everyone.

As of this writing, their requirements for Microsoft Word documents reflect the information

discussed in the last topic:
= Using styles for formatting
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» Adding alternate text to graphics and objects
» Using minimal text wrapping
= Setting up tables in a consistent manner

They also recommend:
* Avoiding hyphenation and drop caps
»= Using columns
= Converting text boxes to regular paragraphs
= Using vision-friendly colors when formatting the document

ACCESSIBILITY CHECKER

Microsoft Word 2016 comes with a tool to help you check your document for possible
accessibility issues. To begin, click File = Info = Check for Issues - Check Accessibility:

ZoomFoods - Word

Info

ZoomFoods

Documents

Protect Document

.4’ Control what types of changes people can make to this document.
Protect
Document -

Inspect Document
Before publishing this file, be aware that it contains:

Check for

Document properties and author's name
Issues ~

Characters formatted as hidden text

@ Inspect Document .
= Check the decument for hidden properties ies are unable to read

or personal information.

Ij& Check Accessibility
: @ Check the document for content that people Ik
Options with disabilities might find difficult to read. ved changes.

Feedback @ Check Compatibility
Check for features not supported by earlier

versions of Word,

Account

S TR |
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The Accessibility Checker task pane will then be displayed on the right-hand side of your screen:

ZoomFoods - Word

[P et Desion  Loyout  References  Mailings

(& CalibriLight (F =14 ~| A" A" Aa~ A
Copy

Paste - = LA -~
S Fommatbainter (BT U e AW -4

Clipboard [ Font 5 Paragraph 5

Contents‘
Business Overview

AaBbCcDc AaBbceDe AaBbC¢ AaBbCc AaBbCcD Aa B‘ .

T Normal

NoSpacing Heading 1 Heading 2

styles

N

Business Plan

Company Description.

Executive Summary

Marketing and Sales Strategy

List of Products and Services

Market Analysis

Organizational Structure.

Financial Projections

30-Second Pitch

L T N N N

Page20f9  285words [

a X

8 Share
P Find -
22 Replace
Heading 3 Ttle < Sefect-

5 Editing ~

Accessibility Checker ¥ %
Inspection Results
Errors.
4 Missing Al Text
Group 20
Group 16
Diagram &
Diagram 9
Chart 7
Table
4 No Header Row Specified
Table
Warnings
4 Objects ot Inline
Group 20
Group 16
AutoShape 401
4 Repeated Blank Characters
4 Characters
Tips
4 Check Reading Order
Table
Table

Additional Information v
Select and fix each issue listed above to

make this document accessible for
people with disabilities.

Read more about making documents
accessible

+ 116%

Its contents will be divided into three sections, each of which will list issues of the related type.
You can click on any issue to go to that document object and view more information about the

problem in the Accessibility Checker task pane:

X cut

2 Copy
Paste B I U - x

Clipbaard 0 Fant Paragraph

Projected Total Sales

6,000,000
45,000,000 + /O
54,000,000 | Vs

7 300000 v
52,000,000 | >

$1,000,000

S0 +

Year1 Year2 Year3 Yeard Years

PageZold 285 werds [

AaBbCeD< | AaBbCeDe AaBbCi AaBbC:

T Hormal

AaBbCel

MoSpacing Heading1  Heading a3

Syes

7 —+—Total Sales
e

£ Find -
2. Replace
L} Select+

AaBl

Editing -

Accessibility Checker ~ *
Inspextion Results
nors
4 Missing Al Text
Group 28
Group 16
Dingram
Dingram s
Chart7
e O
4 Mo Header Row Specified
Tatle

Group 16
AutoShape 401

4 Rapeated Blank Characters
4 Characters

Tips

4 Check Reading Order

Tsble

Table
Addditional Information -
Wiy Fire: -

Alternate text helps resders

‘understand informatian presented in
pictures and other objects

How o Fix: -
Select and fix each issue listed sbove ta
make this document sccesible for
people with disabalfies.

Read more about making documents
accessible

+ e
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Inspection Results

Errors

This section will list items in the document that people with disabilities will not be able to
access. This includes objects without alternate text, tables that do not have header rows, and
manual formatting.

Warnings

This section will list items in the document that people with disabilities will find difficult to
access. This includes some text wrapping styles, blank characters, awkward table formatting,
long headings, and hyperlinks that don’t have ScreenTips.

Tips

The final section of the Accessibility Checker will give you additional information on ways that
you can improve the accessibility of your document even further. This includes the use of
closed captions, proper reading order, no watermarks, and correct order of heading styles.

ADDING ALTERNATIVE TEXT TO OBJECTS

We've learned that alternative text is an important step in making documents accessible. To
add alternative text to any object in a Microsoft Word document, right-click that object and
click the appropriate Format command. Here, we are working with a chart so the command is
Format Chart Area:

ZoomFoods - Word

= X, Cut

D d D Find -
&
P = Copy.

25 Replace

2L T | aabcede| AsBbccde AaBbCc AaBbCe Assbeed AJB

- Dy TNormal | NoSpacing Heading 1 Heading2  Heading 3 Title =1 select~

Clipboard [ Font [} [} Styles 5 Editing ~

Financial Projections " s [Chart Area

31

Projected Total Sale . ..,

$6,000,000

$5,000,000

$4,000,000

npla
3,000,000 B EditData »

$2,000,000 /
1,000,000
¥ Insert Caption.
P

Text »

| sales

so

)
Yearl Year2 Year3 Years |[M# EomatChartArea..[§
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The related Format task pane will open. In this task pane, you should see a Layout & Properties
category. Here, you can enter a title and description for the object:

Format Chart Area

Chart Options ¥  Text Options

D O 1?%

4 Alt Text Layout & Properties

Title

Description

AcTiviTy 8-3
Checking Accessibility

In this activity, you will make your product information document more accessible.

1. Open Microsoft Word 2016 and open Activity 8-3:

Activity 8-3

m Microsoft Word Document

72.2 KB

- X
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2. Let’s run the Accessibility Checker on this document. Click File - Info - Check for

Issues - Check Accessibility:

Info

Activity 8-3

Protect Document

Protect
Document =

Inspect Document

Check for

Document properties
Issues ~

EE;D Inspect Document

Check the document for hidden properties
or personal information.

Check Accessibility
Check the document for content that peocple
with disabilities might find difficult to read. L\\,

Account
Options

Feedback "uﬁ Check Compatibility .
Check for features not supported by earlier

versions of Word.

Before publishing this file, be aware that it contains:

ved changes.

Activity 8-3 - Word

Desktop » MOS5010_Word_2016_1_ExerciseFiles » Starting Files for Activities » Lesson 8

Control what types of changes people can make to this document.

Content that people with disabilities are unable to read

3.  You will be returned to the document and the Accessibility Checker will be open on

the right-hand side of the window:

Design  Layout  References
M ot g +[38 <] K 7 Aae | 03 e |5 4T | asecene assbene AJBLC A smoce |[AAIL L
Pucte o atpun B T Woamx x (@ ¥ A E==m 5 D5 | TNoms TNoSpac. Headingl He Heading3 | Tie | ‘:SM_
Clipboard : Font Paragragh 5 Styles Eaiting ~
Accessibility Checker ™ %
Inspection Results
Errors
UIKBREW —JUST FOR
Ficture 1
YO U r 4 Repeated Blank Characters
. 6 Characters
The QuikBrew system is the newest innovation in coffee making. With almost unlimited
customization options and the biggest coffee selection on the market, you're sure to find the
QuikBrew that's right for you.
Features
s Makes individual cups of coffee
= Starts up in eight seconds
o Keeps itself clean with self-sanitizing mode
# 256 gluten-free, organic flavors currently available
Easy Steps to Your Perfect Cup Acditions Informetien b
1. Choose your cup design B U
2. Choose your cup size, B
3. Choose up to three coffee flavors. Resd more about making documents
4. Add up to five toppings. ==
Pegtioll Sworss (B nommm Pl B - 1 + 1%
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4. The first issue indicates that one image does not have alternative text. Click this entry

to select the affected image:

Format

i, e Cabbii Body) =[11 = A A" Aa- A IZoiE.NT. EE A AaBbCCD
Paste £ Copy Q- ™
o FormatPainter | B L W x x| R-¥- 4. = = e &l Norma!
Clipboard - Font 5
Features
o Makes individual cups of coffee
o Starts up in eight seconds
o Keeps itself clean with self-sanitizing mode
.

256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cup
1. Choose your cup design.
2. Choose your cup size.
3. Choose up to three coffee flavors.
4. Add up to five toppings.
5. Press BREW NOW.
6. Enjoy!

Pagelofl  S5words (12

aagbcede AgBb( 4

1 No Spac.

95 Replace

Heading 1 2 Heading3 Ttk

o assbce AR 25

> Select -

styles 2 eating S

Accessibility Checker ~ *
Inspection Results
Erors
4 Missing Al Text
Picture 2 L}
Viarings
4 Objects not Inine
Picture 1
4 Repeated Blank Characters
6 Characters

Additional Information v
Why Fix: -
Alternate test helps readers

understand information presented in
pictures and other objects.

How To Fix:

Select and fix each issue fsted above to
make this document accessible for
people with dizabiltes.

Read more about making documents
accessible

+ %

5. To add alternative text to this object, right-click the image and click Format Picture:

Design  Layout

B X Gt

T ok x| aee | 4
e CalbiBody) -[11 | & 47| par [ B nasbcepe| nssbceoe AZBDC AsB
Paste N . Iy . - v 23 1 Normal | T Na Spac feading lesding
= S romatpaner |8 T M x [R-¥ 4y === =0 O ! NoSpac.. Hesdingl Hesding2
Clpboard . Font — o =
Features

*  Makes individual cups of coffee

« Starts up in eight seconds

Keeps itself clean with self-sanitizing mode

s 256 gluten-free, organic flavors currently available

Easy Steps to Your Perfect Cup
. Choose your cup design.

2. Choose your cup size.
3. Choose up to three coffee flavors,
4. Add up to five toppings.
5. Press BREW NOW.
6. Enjoy!
B Cop
T Paste Options:
D
B ChangePicture
Pageiotl  95words (2

AAL

Heading3  Tile <

Accessibility Checker ™ %
Inspection Rewits
Errors
4 Missing Al Test
Picture 2
Warmings
4 Objects ot Inline
Picture
4 Repested Blank Characters
& Characters

Additional Information -
Wity i
Alternate test helps resders
understand information presented in
pictures and ather abjects.
How To Fix:

Select and fix each issue listed above to
make this document aceessible for
peope with disabilities.

Read more about making documents
accessible

+ e
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6. The Format Picture task pane will open beside the Accessibility Checker. Click the
Layout & Properties category:

Format Picture v X
D O Iﬁ

Layout & Properties
I Shadow

I* Reflection
I Glow

I Soft Edges
I- 3-D Format
I* 3-D Rotation

I Artistic Effects

7. This category contains two sub-categories. Click the arrow next to the Alt Text
category:

Format Picture v X
H O

[ Text Box

hm“m
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8. Now, fill out the title and description as shown below:

Format Picture v X
N I
[* Text Box
4 Alt Text
Title U

Coffee with Heart

Description

Cup of coffee with the steam forming
a heart)

9. Close the Format Picture task pane:

Format Picture v ’E}
& Q IE Close
[ Text Box
4 Alt Text

Title .

Coffee with Heart
Description

Cup of coffee with the steam forming
a heart.
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10. The related warning will no longer appear in the Accessibility Checker. Now we can
address the next error. Click the “Picture 1” entry to select it:

Accessibility Checker ™ %
Inspection Results
Warnings

4 (Objects not Inline

Picture 1 I}

4 Repeated Blank Characters
6 Characters

11. Click the Layout Options button next to this image and click “In Line with Text:”

LAYOUT OPTIONS X

Im Line with Text

Pl

Wit | Line with Text!

o EREE s TR = B

™M ==

Mowe with text G
® Fix position on i
page

See more...
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12. The image will now be moved and the warning will disappear. Click the final warning in
the Accessibility Checker:

Accessibility Checker ™ *
Inspection Results

Warnings

4 Repeated Blank Characters
6 Characters Ib

13. The repeated characters will now be selected. Press the Backspace key on your
keyboard to remove them:

8 agbeo | assscene AaBbC A

Accessibility Checker ™ %
Inspection Readts
s

QUIKBREW —JUST FOR YOU!

The QuikBrew system is the newest innovation in coffee making. With almost unlimited

customization options and the biggest coffee selection on the market, you're sure to find the

QuikBrew that's right for you

Features

Makes individual cups of coffee

Starts up in eight seconds

Keeps itself clean with self-sanitizing mode

256 gluten-free, organic flavors currently available

s e s

Easy Steps to Your Perfect Cup
1. Choose your cup design.
2. Choose your cup size.
3. Choose up to three coffee flavors.

14. All accessibility issues should now be resolved:

Accessibility Checker ™ *
Inspection Results

5/ Mo accessibility issues found.
People with disabilities should not
have difficulty reading this
document.

15. Save your document as Activity 8-3 Complete and close Microsoft Word 2016.
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Summary

In this lesson, you learned about the tools in the Proofing group on the Review tab: the spelling
and grammar checker, the thesaurus, the translator, word count, and the Insights pane. You
also learned about readability statistics, the dictionary, and the Research Options dialog box.
Last but not least, we discussed how to use the Accessibility Checker and alternative text to
make your document accessible to all audiences.

REVIEW QUESTIONS

1. If Microsoft Word detects a contextual spelling error, what color will it underline the
error with?

2. What interface elements displays tools like the thesaurus, spelling and grammar
check, and Accessibility Checker?

3. What is the shortcut key to run a spelling and grammar check?
4. What is the command sequence to run the Accessibility Checker?

5. What part of the Microsoft Word interface will show you a quick word and page
count of the current document?

334 of 413



Microsoft Office Word 2016 — Part 1

LESSON 9:
CUSTOMIZING THE WORD
ENVIRONMENT

Lesson Objectives

In this lesson you will learn how to:
= Customize the Word interface
= Set additional save options

= Manage additional file types
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TOPIC A: Customize the Word
Interface

One of the main design goals in every new version of Microsoft Office is to enable you to do
your work faster and more efficiently. In order to achieve this, you have the ability to customize
just about everything in the program. We’ll show you some different ways to customize the
Microsoft Word interface in this lesson.

Topic Objectives
In this topic, you will learn:
= About the Word Options dialog box
= How to customize the ribbon interface
= How to customize the Quick Access toolbar
= About the AutoCorrect dialog box, particularly the AutoCorrect tab

THE WORD OPTIONS DIALOG BOX

The Word Options dialog box is the central hub where you can find many of Word’s custom
settings. These options are divided into ten categories, each with its own set of tools.
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To open the Word Options dialog box, click File - Options:

Account

Options

Feedback
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Once open, you will see the ten categories listed on the left-hand side of the dialog box, with
the General category already displayed:

Word Options ? X
General . . .
L r.‘j-. General options for working with Word.
Display .
Proofing User Interface options
Save Show Mini Toolbar on selection
Language Enable Live Preview
| Up vhi T f
Advanced Update document content while dragging

ScreenTip style: |Show feature descriptions in ScreenTips ~
Custemize Ribbon

Ouick Access Toolbar Personalize your copy of Microsoft Office

Add-Ins User name: Acme Widgets

Trust Center Initials: AW
[ Always use these values regardless of sign in to Office.
Office Backgreund: |Clouds ~
Office Theme: Colorful |~

Start up options

Choose the extensions you want Word to open by default: Default Programs...
Tell me if Microsoft Word isn't the default program for viewing and editing decuments,
Open e-mail attachments and other uneditable files in reading view G

Show the Start screen when this application starts
Real-time collaboration options

[ Show names on presence flags

OK Cancel

Below is a breakdown of what kind of settings you can find in each category:

General This category includes settings to change the general appearance of Word.
This includes changing the color scheme and your user name.

Display Set page display options, formatting mark options, and printing options.
Proofing Customize how Word find and corrects spelling errors.

Save Customize how documents are saved.

Language Specify the language that you would like to use for Microsoft Word and

Microsoft Office as a whole.

Advanced The settings in this category control some of the more complex aspects of
Word. This includes things like image size and quality, editing options, and
more.

Customize Customize what controls appear on the ribbon and where.

Ribbon
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Quick Access  Customize what controls appear on the Quick Access toolbar and where.
Toolbar

Add-Ins Manage Office add-ins.

Trust Center  This category allows you to access the Trust Center, which allows you to
choose from a variety of privacy and security settings.

CUSTOMIZING THE RIBBON

To customize the ribbon, right-click in the ribbon interface and click “Customize the Ribbon:”

Document] - Word

Insert Design Layout References Mailings Q@ Tell me what you want to do...

L Cut L PO 2 = i a— =3=a
T Calibri (Body) -]11 -] A A | Aa~ Sri=etn == 2 T asbcen] aasbeenc
Paste h - 3 i, a L  BE===|1=- . B .
. ~ Format Painter B I U -akex x* [ A B = = = | S Fe Rt T Mormal | T Mo Spac..
Clipboard o Font Add Group to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon... |>,
Collapse the Ribbon

Or, you can open the Word Options dialog box and choose the Customize Ribbon category.
Either action will open the following window:

Word Options ? s
Generel E-E Customize the Ribbon and keyboard shortcuts,
Display
Choose commands from: Customize the Ribbon:
Proofing 0 Popular Commands v Main Tabs w e
Save
Accept Revision ~ Main Tabs
Language B AddTable > & [¥[Home
Advanced = Align Left Clipboard
= Bullets 3 Font
) X €% Change List Level 4 s
Quick Access Toolbar E% Copy
A Cut 5
Add-Ins .
faen Define New Numb c
Trust Center X0 Delete N
M Draw Table
Draw Vertical Text ferences
[LW_TI Email 5
£ Find /
Er Fit to Window Width View
A Eunt ol I; [ Developer
ont Color .
A Font Settings M Add-ns
Font Size I- Blog Post
|aB' Footnote Insert (Blog Post)
‘: Format Painter utlining
A GrowFont ackground Removal
B Hyperlink g ) )
‘& Hyperlink...
L7 Insert Comment
M= Insert Page Section Breaks 4
ligy Insert Picture NewTab | | MewGroup | | Rename..
=
Insert Text Box 09
- - e - Customizations: Reset ~ 9
Keyboard shortcuts: | Customize... Import/Expo B
oK Cancel
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Here is an overview of the options in this category.

The “Choose commands from” drop-down menu (1) is used to choose what commands
are displayed in the “Choose commands from” list (2).

The Add and Remove buttons (3) are used to add selected commands from the “Choose
commands from” list to the selected custom group, or to remove commands from the
“Customize the Ribbon” list.

The “Customize the Ribbon” drop-down menu (4) is used to select what tabs are
displayed in the “Customize the Ribbon” list (5).

The Move Up and Move Down arrows (6) are used to move a selected tab, group, or
command up or down within the hierarchy in this list.

There are also commands to add and rename tabs and groups (7).

Finally, you will see options to reset, import, and export ribbon customizations (8).

CUSTOMIZING THE QUICK ACCESS TOOLBAR

Similar in look and function to the Customize Ribbon category, the Quick Access Toolbar
category allows you to choose what controls appear on the Quick Access toolbar.

You can select this category directly from the Word Options dialog, or right-click the ribbon
interface and click “Customize Quick Access Toolbar:”

Document] - Word

Insert Design Layout References

ibri (Body) - -l A A - B S LT .. | EE 3= ~ A Dl
M Calibri (Body) |11 A A | Aa ErET R B AaBbCeDe| AaBbCeDe AgBbC( AaBbCcr
Paste . 2 A A, EE=Es= e - B i i
" ~ Format Painter B I U ~abkex X A A =E=E=E= E Sy« 3 TNormal | TNoSpac.. Heading1 Heading 2
Clipboard I Font I Paragraph Add Group to Quick Access Toolbar
Customize Quick Access Toolbar... h

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

Collapse the Ribbon

(Notice that you can also add commands directly to the toolbar with this right-click menu.)

With either command, you will see the following screen:
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‘Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E-E Customize the Quick Access Toolbar.

Choose commands from: G
o Popular Commands v

=Separator> A
Accept Revision

Add a Hyperlink

Add Table r
Align Left

Bullets 3
Center

Change List Level 3
Choose a Text Boy 3
Copy

Cut

Decrease Font Size

> 3w E& T APE

Define New Number Format...

Delete Comment

Draw Table

Draw Vertical Text Box

Email

Find

Fit to Window Width

Font I-
Font Color »
Font Settings

Font Size I
ag' Footnote A

[ Show Quick Access Toolbar below the
Ribbon

oo FERY

> >

©

Add »>

Customize Quick Access Toolbar G
For all documents (default)

H save
€ Undo
(9 Redo

Customizations: Reset * 6

Import/Export = |0

OK

Cancel

The “Choose commands from” drop-down menu (1) allows you to choose which commands

are displayed within the “Choose commands from” list (2). The Customize Quick Access

Toolbar list (5) is used to display the commands currently on the Quick Access toolbar and how
they are organized. You can then use the Add and Remove buttons (3) to move commands
between the lists, or use the Move Up and Move Down arrows to reorganize commands (6).

Finally, the Customize Quick Access Toolbar drop-down menu (4) is used to choose if new

customizations will be applied to only the current document or to Word itself.

At the bottom of the dialog, you will see options to move the toolbar (7), as well as reset,

import, and/or export

its settings (8).

Another, simpler method to customize the toolbar is via the Customize Quick Access Toolbar
menu. While your options are a little more limited when you use this menu, it is much more
straightforward than having to dig through the commands in the Word Options dialog box.

To open the Customize Quick Access Toolbar menu, click the Customize Quick Access Toolbar
button (-) on the right-hand side of the Quick Access toolbar:
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Paste
- ~ Format Painte

Clipboard

Customize Quick Access Toolbar

Mew

Open

Save

Email

Cuick Print

Print Preview and Print
Spelling & Grammar
Undo

Redo

Draw Table
Touch/Mouse Mode
Maore Commands...

Show Below the Ribbaon

This drop-down menu will list many common commands that can be (or already are) added to
the Quick Access toolbar. Commands with a checkmark placed next to them have already been
added to the Quick Access toolbar, while those without the checkmark have not been added
yet. Clicking any of these options will add or remove them, depending upon if they have already
been placed there or not. Additionally, the More Commands option will open the Word
Options dialog box to the Quick Access Toolbar category. The “Show Below the Ribbon” option
will shift the Quick Access toolbar from above the ribbon to below it.
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THE AUTOCORRECT DIALOG BOX

To control the way AutoCorrect behaves, click File = Options to open the Word Options dialog:

Account

Options *

Feedback

Then, click the Proofing category and click AutoCorrect Options:

Word Options ? X

G |
enera 'T/BCJ Change how Word corrects and formats your text.

Display
_ AutoCorrect options
Save Change how Word corrects and formats text as you type: | AutoCorrect Options...
Language
When correcting spelling in Microsoft Office programs
Advanced

This will open the AutoCorrect Options dialog box for your specified language:
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AutoCorrect: English (United States) ? >
AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: With: Plain text Formatted text

£
(r) =

(tm)

Add [Eelete

Automatically use suggestions from the spelling checker

ok | cancel
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There are many details to cover in this dialog, so let’s go over the different tabs.

AutoCorrect Tab

Math AutoCorrect Tab

AutoFormat As You
Type Tab

AutoFormat Tab

Actions Tab

At the top of this tab (shown on the previous page) you can enable
or disable the most common AutoCorrect actions. If “Replace text as
you type” is checked, Word will automatically replace characters
with symbols such as Copyright ©, the ubiquitous smiley face ©,
and common typing errors like replacing “dont” with “don’t” or
“it;s” with “it’s.”

If you frequently use equations for math, physics, chemistry, or
other applications, Word features a number of symbols and
functions that you can insert by typing a code, similar to (c)
producing ©.

The actions listed in this tab expand on the options shown in the
AutoCorrect tab. Here, you can specify if you would like Word to
perform more complex formatting as you type in your document.

The options in the AutoFormat tab are nearly identical to those
found in the AutoFormat As You Type tab. However, the AutoFormat
tab contains a command to preserve document styles if something is
AutoFormatted. You also have the option to apply the various
AutoFormat commands to plain text that has been pasted into
Word.

Microsoft Word is capable of recognizing and interacting with
certain elements of your document, such as the date and contact
information. This tab allows you to enable, disable, and customize
those actions.

THE AUTOCORRECT TAB

Let’s take a closer look at the AutoCorrect tab of the AutoCorrect dialog:
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AutoCorrect: English (United States) ? >
AutoFormat Adtions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWao INitial CApitals e Exceptions...
Capitalize first letter of sentences

Capitalize first letter of table cells
Capitalize names of days
Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: With: Plain text Formatted text

6 Automatically use suggestions from the spelling checker

At the top of this tab, you will see options to toggle basic options on or off (1). You can also set
exceptions (2) for this feature. The middle section allows you to toggle AutoCorrect on or off
entirely (3) as well as enter your own AutoCorrect replacements (4). Finally, the main part of
the dialog will show you each AutoCorrect entry (5) and allow you to remove them. You can
also set the option to automatically use spell check suggestions with AutoCorrect (6).

As with any other dialog, when you are finished setting your options click OK to apply them.
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AcCTIVITY 9-1
Customizing the Word Interface

In this activity, you will customize the Word interface in preparation for work on a photo album.

1. Open Microsoft Word 2016 and open Activity 9-1:

—{. Activity 8-1
mE Microsoft Word Document
—| 1.25MB

2.  First, let’s set some options using the Word Options dialog box. Click File = Options:

Account

Options

Feedback
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3.

4,

The General category will be displayed by default. Ensure that the information in the

“User name” and Initials sections are correct:

‘Word Options

_ B‘E General options for working with Ward.

Display

Proofing User Interface options

Save Show Mini Toolbar on selection G
Language nable Live Preview

Advanced Update document content while dragging ©

ScreenTip style: | Show feature descriptions in ScreenTips v
Customize Ribbon

Quick Access Toolbar Personalize your copy of Microsoft Office

Add-Ins User name: Acme Widgets

Trust Center Initials: AW
[] Ahways use these values regardless of sign in to Office.
Office Background: |Clouds ~
Office Theme: Colorful |~

If the information is not correct, change the information by clicking and typing in the

appropriate boxes.

Click the Customize Ribbon category:

Word Options

_ a% General options for working with Word.

Display

Proofing User Interface options

Save Show Mini Toolbar on selection G
Language Enable Live Preview

Advanced Update document content while dragging &

ScreenTip styler | Show feature descriptions in ScreenTips
Customize Ribbon

Ouick Access Toolbar Personalize your copy of Microsoft Office

Add-Ins User name: Acme Widgets
AW

Initials:

Trust Center
[ Always use these values regardless of sign in to Office.

Office Background: |Clouds ~

Office Theme: Colorful |~
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5.

6.

In the lower right-hand corner of this category, click the Import/Export button. Click
“Import customization file:”

‘Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Teolbar
Add-Ins

Trust Center

Eﬁg Customize the Ribbon and keyboard shortcuts.

Choose commands from: &

Popular Commands -

Accept Revision s
Add Table >

Change List Level »
Copy

Cut

Define New Mumber Format...
Delete

Draw Table

Draw Vertical Text Box

Email

Find

Fit to Window Width

Font I-
Font Color 4
Font Settings

Font Size I-
Footnote

Format Painter

Grow Font

Hyperlink...

Insert Comment

Insert Page Secticn Breaks 4
Insert Picture

Insert Text Box v

=
B
E)

L EERX

> 0

I3
=

THEICLEP=, @

Keyboard shortcuts: | Customize..

Custemize the Ribbon: (@
Main Tabs ~

Main Tabs

£l [/ Home
Clipboard
Font
Paragraph
Styles
Editing
Insert

A Background Removal

New Tab New Group Rename...
Customizations: Reset
Impert/Export ¥ |

Import customization file

Export all customizations

Browse to your Exercise Files folder.

Tab file. Click Open:

E] File Open
« .
Organize =
s Quick access
[ Desktop
* Downloads
E] Documents
| Pictures
Jl Music

m Videos

¢@ OneDrive
[ This PC

|:_} Metwork

E| Microsoft Word

« Starting Files for A... » Lesson 9

Mew folder

Photo Tab.exportedUl
EXPORTEDUI File
117 KB

% %%

w | Search Lesson 9

=

File name: | Phote Tab.exportedUl

~| | Exported Office U file

Tools - Cancel

Open the Lesson 9 folder and select the Photo
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7.

8.

Click Yes to confirm the operation:

Microsoft Office

| Replace all existing Ribbon and Quick Access Toolbar customizations for this program?

Yes

Mo

You will now see a new Photo Commands tab in the list on the right-hand side of the
Word Options dialog. Click to select this tab and click Move Up until this new tab is at
the top of the list:

‘Word Options

General

Display

Proofing

Save

Language

Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E‘E Customize the Ribbon and keyboard shortcuts.

Choose commands from: G

Popular Commands e

Accept Revision -
Add Table 4
Align Left

Bullets L3
Center

Change List Level 3
Copy

Cut

Define New Number Format...
Delete

Draw Table

Draw Vertical Text Box

Email

Find

Fit to Window Width

Font I5g
Font Color L4
Font Settings

Font Size IR
Footnote

o]
)
L]
I3

@

<« Remove

> >

B
=

Format Painter

Grow Font

Hyperlink...

Insert Comment

Insert Page Section Breaks r
Insert Picture

Insert Text Box v

'EEIICLE>

Keyboard shortcuts: Customize...

Customize the Ribbon: @
Main Tabs

Main Tabs

B M Home
Clipboard
Font
Paragraph
Styles
Editing
nsert

Design
Layout
References
Mailings
Review

nsert (Blog Post)
Qutlining
Background Removal

New Tab New Group

Customizations: Reset ~

SR

| Mov

Rename...

Import/Export

OK

Cancel
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9.

10.

Click the Quick Access Toolbar category:

Word Optiens

General
Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Choose commands from: (D

[Popular Commands

Accept Revision
Add Table

Align Left
Bullets

Center

= Change List Level

Copy
Cut

%] Delete

B Draw Table

18] Draw Vertical Text Box

99 Email

P Find

Eb Fit to Window Width
Font

A Font Color

A Font Settings

Font Size

Footnote

Format Painter

Grow Font

Hyperlink...

Insert Comment

Insert Page Section Breaks

Insert Picture

Insert Text Box

Define New Number Format...

E-E Customize the Ribbon and keyboard shortcuts.

<< Remove

Keyboard shortcuts:

Customize the Ribben: @

Main Tabs

hote Commands (Custom)
ome
Clipboard

sert (Blog Post)
utlining
Background Removal

NewTab | | NewGroup | | Rename..

Customizations: | Reset¥ [©
Import/Export ¥ |©

oK Cancel

Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E-E Customize the Quick Access Toolbar.

Choose commands fro

|Popu|ar Commands

<Separator>
Accept Revision
Add a Hyperlink
Add Table
Align Left
Bullets

Center

Change List Level
Choose a Text Box
Copy

Cut

" Decrease Font Size
Define New Number Format...
Delete Comment
Draw Table

Draw Vertical Text Box
Ernail

Find

Fit to Window Width
Font

A Font Color

A Font Settings

Font Size

gl Footnote

[ Show Quick Access Toolbar below the

Ribbon

Customize Quick Access Toolbar:

‘For all documents (default)

For all documents (default)

€ Undo
9 Redo

[»

Customizations:

Import/Export ¥ &

CIE]

Let’s customize the Quick Access toolbar for just this document. Click the “Customize
Quick Access Toolbar” menu on the right-hand side of the dialog and choose “For
Activity 9-1.”
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11.

In the “Choose commands from” list, you should see the “Insert Picture” command. (If

you do not see this command, scroll down in the list.) Click this command to select it

and click Add:

Word Options

Save

General
Display
Proofing

Language

Advanced
Customize Ribban
Quick Access Toolbar
Add-Ins

Trust Center

E-E Customize the Quick Access Toolbar.

Choose commands fro

|Popu|ar Commands

»

Define New Number Format...

Delete Comment

Draw Table

Draw Vertical Text Box

Ernail

Find

Fit to Window Width

Font ik
Font Color [»
Font Settings

Font Size ik
lag* Footnote

& Format Painter

A Increase Font Size

[P Insert Comment

= Insert Page Section Breaks 3

B Insert Text Box

T FERK

P

4= Lineand Paragraph Spacing 3
1 Mew File

7 Mexd Comment

E= Numbering |»

Open hd

Decrease Font Size ~

[ Show Quick Access Teolbar below the
Ribbon

Customize Quick Access Toolbar:

[For Activity 9-1

Customizations: )

Import/Export ¥ &

[IE]

12.

Scroll to the bottom of the “Choose commands from” list. Choose the Shapes
command and click Add:

Word Options

General

Display

Prosfing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E-E Customize the Quick Access Toolbar.

Chaose commands from: (3

[Popular Commands

=¥ Paragraph Setfings
‘B Paste
&y Paste »
£ Previous Comment
[G Print Preview and Print
K2 Quick Print
(J Redo
Reject Revision
B save
B2 Saveas
Fg save Selection to Text Box Gallery
BB SeeMultiple Pages
i Set Numbering Value..
P® Shapes
W Spelling & Grammar

Style I-
A Styles...
¥ Text Highlight Color |»
Ay Text Styles »
& Touch/Mouse Mode »
B> Track Changes
& Unde b
P View Macros
[E View Whole Page v

[ Show Quick Access Toalbar below the
Ribbon

Add >>

Customize Quick Access Toolbar:

[For Activity §-1

[ Insert Picture

Customizations: | Reset~ |©

Import/Expart ¥ |©

Canc
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13. Click OK to close the Word Options dialog:

Word Options 7 X

General =

gL, Customize the Quick Access Toolbar
Display

Choose commands from: @ Custornize Quick Access Toolbar: ©
Proofing

Popular Commands v For Activity 9-1 v
Save
Language P5ragisph Settings ~ [d nsert Picture

Paste [&) Shapes 3

Advanced Paste v

Previous Comment

Customize fibbon Print Preview and Print

Quick Access Toolbar Quick Print
Redo

Add-Ins Reject Revision

Trust Center

Save Selection to Text Box Gallery
See Multiple Pages

v FHeg e EDNEEITIDE GBP/LTGH L

- Add >> N
Set Numbering Value...
Shapes » << Remove
Spelling & Grammar
Style I-
Styles..
Text Highlight Color >
Text Styles »
Touch/Mouse Mode r
Track Changes
Undo »
View Macros
View Whole Page v

Customizations: | Reset ~

[ Show Quick Access Toolbar below the

Ribbon Import/Export ¥ |©

oK % Cancel

14. You should see your changes reflected in the interface:

Activity 9-1 - Word

Photo Commands Home Insert Design Layout References Mailings Review View
Right =
- —=
Up =
Mare More  None Down Left .= . . Copy as Disassemble Paste Compress Change
Erightness Contrast Picture Corrections Options | picture  Picture  asJPEG Pictures Picture
Editing Image Management

15. Let’s make one more change to the interface. Click the photo on the first page of the
document to display the Picture Tools — Format contextual tab. Then, click that tab to
display it:
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16. Right-click the Picture Styles gallery and click “Add Gallery to Quick Access Toolbar:”

H E - - Activity 9-1 - Word

File Photo Commands ~ Home  Insert  Design  Llayout  References  Malings  Review  View [N Gl < Tel me what youwant o do..

L# Picture Barder ~
it |} et | Q@ Picture Effects ~

= =l =5 2= == - Position Wrap

Background Add Gallery to Quick A::T? Toolbar Text
5

Adjust Picture Styles

17. The gallery will be added to the toolbar and the exercise is now complete. Save your
document as Activity 9-1 Complete and close Microsoft Word 2016.

TOPIC B: Additional Save
Options

By default, Microsoft Word 2016 saves files using the .docx file type. But what if you want to
save to a format for an older version of Word? Or what if a coworker doesn’t use Word at all?
In this lesson, we’ll learn about how to use different file formats and how to ensure that your
documents are compatible with older versions of Microsoft Word. We'll also learn how to use
AutoRecover and AutoSave, and how to recover unsaved documents.

Topic Objectives
In this topic, you will learn:
=  About Word 2016 file formats
= About the Compatibility Checker
= How to use AutoSave and AutoRecover
= How to recover unsaved documents
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WORD 2016 FILE FORMATS

Microsoft Word 2016 offers the ability to save your documents in a number of different file

formats so that other programs can read the data in the file. All of these formats can be
accessed from the Save and Save As dialogs via the “Save as type” drop-down menu:

E Save As
T I <« AcrmeWidgets » Desktop * v O Search Desktop
Organize « Mew folder
. ~
# Quick access MOS5010_Word_2016_1_ExerciseFil
[ Desktop o 3 I

* Downloads
E] Documents o
&=/ Pictures *
J‘a Music
m Videos

EE Microsoft Word

@ OneDrive
W

File name: | Report

R Word Macre-Enabled Document

Word 97-2003 Document
Word Template

Word Macro-Enabled Template
Word 97-2003 Template

+ Hide Folders PDF

XP5 Docurnent

Single File Web Page

Web Page

Web Page, Filtered

Rich Text Format

Plain Text

Word XML Document
Word 2003 XML Document
Strict Open XML Document
OpenDocument Text

Save as type: | Word Document
Werd Document k
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Here are some of the most popular formats that Microsoft Word supports.

Word Document (.docx): The default format for Word 2007-2016.

Word Macro-Enabled Document (.docm): Same as the default Word document type but
with support for macros.

Word 97-2003 Document (.doc): The default format for Word documents from versions
97 to 2003.

Word Template (.dotx): Format for Word 2007-2016 templates.

Word Macro-Enabled Template (.dotm): Format for Word 2007-2016 templates with
support for macros.

Word 97-2003 Template (.dot): Format for Word templates in versions 97 to 2003.

PDF (.pdf): This file format creates a non-editable version of the file that is useful for
distribution to others. PDF files are viewable on nearly every computing platform,
including handheld devices and smartphones.

XPS Document (.xps): Microsoft’s version of a PDF file.

Single File Web Page (.mht): A web page saved as a single file, also known as a web
archive.

Rich Text Format (.rtf): A proprietary Microsoft format with support for basic elements.
This format is similar to .docx but with fewer features.

Plain Text (.txt): Plain text files can be opened by almost any word processing program
on nearly every computing platform.

OpenDocument Text (.odt): This is a file format used by OpenOffice, an open-source
software productivity suite with many of the same features as Microsoft Office.

Advantages of the XML File Format

The “X” at the end of the newer Microsoft Word file formats stands for “XML.” XML is a
computer language that is understood by nearly all computer platforms. This new XML format
means that files are less susceptible to corruption, smaller in size, more secure, and more
compatible with other programs.
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COMPATIBILITY CHECKER

If you need to save a document for an older version of Microsoft Word, you should first run the
Compatibility Checker. To start, click File - Info - Check for Issues - Check Compatibility:

Account

Options

Feedback

ZoomFoods - Word

Info

ZoomFoods

Documents

Protect Document

} Control what types of changes people can make to this document.
Protect
Document =
Inspect Document
Before publishing this file, be aware that it contains:
Check for Docurment properties
! ) Characters formatted as hidden text

=~ Inspect Document
S ies are unable to read

Check the document for hidden properties
or personal information.

Check Accessibility

[@ Check the document for content that people
with disabilities might find difficult to read.

@ Check Compatibility
Check for features not supported by earlier m
wersions of Word.

ved changes.

without saving)
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Word will look through your document for possible issues. It will then let you know what
elements are incompatible and how they will be dealt with upon saving:

Microsoft Word Compatibility Checker ? >

The following features in this document are not supported by earlier

ﬂ versions of Word, These features may be lost or degraded when
opening this document in an earlier version of Word or if you save
this document in an earlier file format.

Select versions to show ~

Summary Ccourrences
Content controls will be converted to static content. 3 g
Help

Smartart graphics will be converted into a single object that 2
can't be edited in previous versions of Ward, Hel
A chart in this document may contain data in cells outside of 1

the row and column limit of the selected file format. Data

beyond 256 (IV] columns by 65,536 rows will not be saved. v

Check compatibility when saving documents

Some problems will have a solution; others are simply items you need to be aware of. Note the
combo box at the top of the dialog: it allows you to choose what versions the tool will check for

compatibility issues with. By default, the Compatibility Checker will look for issues with all
versions:

Microzoft Word Compatibility Checker 7 >

The following features in this document are not supported by earlier

ﬂ versions of Waord, These features may be lost or degraded when
opening this document in an earlier version of Word or if you save
this document in an earlier file format.

| Select versions to show ‘Dl}

Word 97-2003 Clcourrences

Word 2007 converted to static content, 3 0M
Word 2010 Help
Smartart graphics will be converted into a single object that 2

can't be edited in previous versions of Ward,

é
- =

A chart in this document may contain data in cells outside of
the row and column limit of the selected file format, Data
beyond 256 (IV] columns by 65,536 rows will not be saved. -

Check compatibility when saving documents
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Once you have made note of the possible issues, click OK. You can now decide what changes
should be made before you save your document.

Compatibility Mode

Word 2016 is capable of opening many different file formats. For example, you might receive
some Word documents in .doc format, the format used by Microsoft Word 97-2003. If the file
you are viewing in Word is of an older, compatible format, you will see the words [Compatibility
Mode] in the title bar:

ZoomFoods [Compatibility Mode] - Word

Layout References

AaBbCc

- AaBbCcDe AaBbCcDt
B I U ~akx. X° ==== Ii- Q - b e TNormal | Mo Spacing  Heading 1

Copy
Paste
- ~ Format Painter

Clipboard ] Font ] Paragraph ]

You can upgrade the document to the newest file format by clicking File = Info - Convert:

ZoomFoods [Compa

Info

ZoomFoods
Desktop

— Compatibility Mode

= Some new features are disabled to prevent problems when working with previous
versions of Office. Converting this file will enable these features, but may result in

Convert
layout changes.
Protect Document
} Control what types of changes people can make to this document.
Protect
Document ~

Click OK to confirm the operation:

Microsoft Word ? X

Your document will be upgraded to the newest file format.

While you'll get to use all the new features in Word, this may cause minor layout changes. If you prefer not to upgrade, press cancel.

Converting allows you to use all the new features of Word and reduces the size of your file, This document will be replaced by the
converted version.

|:| Do not ask me again about converting documents

Tell Me Mare... Cancel

The document will then be upgraded.
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AUTOSAVE

If you are used to using computers, you’ll probably have discovered that Word (and Windows)
do not always work as they should. Murphy’s Law states that if something can go wrong, it will.
Fortunately, Word features a backup option called AutoSave to help minimize the loss of data
that may be suffered due to things like software bugs, crashes, or power and hardware failures.

To modify these options, click File - Options to open the Word Options dialog box. Then, click
the Save category:

Word Options ? X

General .
Customize how documents are saved.

Display

Proofing Save documents

Save Save files in this format: Word Document (*.docx) w

Language Save AutoRecover information every |10 = minutes

Advanced Keep the last autosaved version if | close without saving

Customize Ribbon AutoRecover file location: C\Users\Acme Widgets\AppData\Roaming\Microsoft\Word', Browse..,

Quick & Toolb ] Don't show the Backstage when opening or saving files
uick Access Toolbar

Show additional places for saving, even if sign-in may be required.

To turn AutoSave on, make sure that the “Save AutoRecover information” box is checked. You
can specify how often you want Word to save your changes as well as the backup location.
Unless you are advised otherwise, we recommend using the default options.

AUTORECOVER

If Word or Windows crashes when AutoSave and AutoRecover are enabled, you will see a task
pane appear on the left-hand side of the window when you re-open Word. This task pane will
list all the files you had open when Word crashed, and the various versions of those files:

Document Recovery

‘Word has recovered the following files.
Save the ones you wish to keep.

Available Files

B Report [Original]
Version created last time t...

Iﬂl Which file do | want to save?

Close
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You can right-click any file in this list to open the file, save it, or delete it. You can leave the task
pane open while you view the different versions of your file(s) until you determine which one(s)
you want to keep.

If you try to close the recovered file without having viewed all the files, you will see a warning
stating that some recovered files have not yet been opened. You will then have the option to
save or delete the recovered file, or to cancel out of the dialog and return to your document.

RECOVERING AN UNSAVED DOCUMENT

If you close Word and forget to save your file (or accidentally click No when you are prompted
to save it), you may still be able to recover it. Just open the last saved version of the file and
click File = Info. You may then see older versions of your file:

ZoomFoods - Word

Info

ZoomFoods

Documents

Protect Document

Control what types of changes people can make to this document.
Protect

Document -
A Inspect Document
= Before publishing this file, be aware that it contains:
Check for Document properties and author's name
Issues -

Characters formatted as hidden text
Custom XML data
Content that people with disabilities are unable to read

Account

—rj Manage Document
Q

Check in, check out, and recover unsaved changes.

Options

Manage

Feedback Document = Today, 417 PM (when | closed without saving)

Click any version to open it in Microsoft Word. You can then work with and save the document
as normal.
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To remove any version, right-click it and click Delete This Version:

Info

Documents

»

Protect
Document ~

\z)

Check for
Issues ~

Account

Options a
Manage
Feedback Document ~

ACTIVITY 9-2
Setting Additional Save Options

ZoomFoods

Protect Document

ZoomFoods - Word

Control what types of changes people can make to this document.

Inspect Document

Before publishing this file, be aware that it contains:

Document properties and author's name
Characters formatted as hidden text

Custom XML data

Content that people with disabilities are unable to read

Manage Document

Check in, check out, and recover unsaved changes.

Today, 417 PM (when | closed withor#mmrin=d

Open Version
7<  Delete This Version h
Compare with Current

In this activity, you will check your AutoSave and AutoRecover options. You will also save a

document in the Word 97-2003 format.

1.

Open Microsoft Word 2016 and open Activity 9-2:

Activity 9-2
Microsoft Word Document
1.24 MB
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2.  Click File = Options:

Account

Options

Feedback
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3.

4,

Click the Save category:

Word Options

_ “e® General options for working with Word,
& P ¢

Display

Proofing User Interface options

Save % Show Mini Toolbar on selectio

Language Enable Live Preview ()

Advanced Update document content while dragging @

ScreenTip style: |Show feature descriptions in ScreenTips

Customize Ribben

Quick Access Toolbar Personalize your copy of Microsoft Office

Add-Ins User name: [Acme Widgets

Trust Center Initials:

[ Always use these values regardless of sign in to Office.

Office Background:
Office Theme: Colorful

Start up options

Choose the extensions you want Word to open by default: Default Program

Tell me if Microsoft Word isn't the default program for viewing and editing documents.

Qpen e-mail attachments and other uneditable files in reading view @

Show the Start screen when this application starts
Real-time collaboration options

[ Show narmes on presence flags

Ensure that the “Save AutoRecover information” box is checked. (If not, check it now.)

Click OK:

Word Options

General E Customize how documents are saved.

Display

Proofing Save documents

Save Save files in this format: |Word Document (*.docx)
Language Save AutoRecover information every |1C{ E‘ minutes
Advanced Keep the last autosaved version if | close without saving

Customize Ribbon

AutoRecover file location: |C:\Usars\Acme Widgets\AppData\Roaming\Microsoft\Word',

| Browse...

Quick A Toolb [ Don't show the Backstage when opening or saving files
uick Access Toolbar

Show additional places for saving, even if sign-in may be required.

Add-Ins [ Save to Computer by default

Trust Center Default local file location: [c\Users\Acme Widgets\Documents\

Default personal templates location: |

| Browse...
|

Offline editing options for document management server files

Save checked-out files to
(O The server drafts location on this computer

@ The Office Document Cache

Server drafts location: ‘C AUsers\Acme Widgets\Documents\SharePoint Drafts\,

Preserve fidelity when sharing this document: Activity 9-2

[ Embed fonts in the file &

0K
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5. Now let’s check this document for compatibility issues. Click File - Info - Check for

Issues - Check Compatibility:

Activity 9

Info

Activity 9-2
Desktop » MOS5010_Word_2016_1_ExerciseFiles » Starting Files for Activities » Lesson 9

Protect Document

Contral what types of changes people can make to this document.
Protect

Document =
Inspect Document
Eefore publishing this file, be aware that it contains:
Check for Document properties, content type information, template name, related dates
Issues - and cropped out image data

= Inspect Document

" Check the document for hidden properties
or personal information,

ies are unable to read

Account

Check Accessibility

X Check the document for content that people

Options with diszbilities might find difficult to read, ved changes,
Check Compatibility

Check for features not supported by earlier I}

wversions of Word,

Feedback

6. The Compatibility Checker will run and display any possible issues. Click the drop-

down arrow at the top of the dialog box and uncheck Word 97-2003:

Microsoft Word Compatibility Checker ? x

The following features in this document are not supported by earlier

ﬂ versions of Word, These features may be lost or degraded when
opening this document in an earlier version of Word or if you save
this document in an earlier file format.

| Select versions to show ™

Word 97-2003 Cicourrences

W
Wu:uru:l 2007 converted to static content.

16
Word 2010 Help
Some text box positioning will change. 14
Help
Shapes and textboxes will be converted to effects available 39
in this format.
Check compatibility when saving documents
oK
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7. How does the list of issues change?

Microsoft Word Compatibility Checker ? *

The following features in this document are not supported by earlier

ﬂ versions of Word, These features may be lost or degraded when
opening this document in an earlier version of Word or if you save
this document in an earlier file format.

| Select versions to show ™

Summary Crocurrences

Shapes and textboxes will be converted to effects available 39
in this format.

Check compatibility when saving documents

Click OK to close the Compatibility Checker.

8. Now we’re ready to save the document in the .doc format. Click File - Save As >
Browse:

i;EE Other Web Locations

El:l This PC
==  Add aPlace
Browse IE
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9. Navigate to your desktop. Change the file name to “Activity 9-2 Complete.” Finally,
choose Word 97-2003 Document as the file type. Click Save:

[ save As X
« « 4|l > ThisPC » Desktop v 0 Search Desktop 2
Organize + MNew folder EE - (7]

) L)
A Quick access MOS5010_ Word_2016_1_ExerciseFil
[ Desktop 1

‘ Downloads
|| Documents
=/ Pictures

J} Music

B videos
E] Micresoft Word

@ OneDrive

v

File name: | Activity 9-2 Complete|

Save as type: | Word 97-2003 Document

Authors:  Acme Widgets Tags: Add atag

[ Save Thumbnail

“ Hide Folders

Tools - Cancel

10. The Compatibility Checker will remind you that there may be issues with this

document when opening it in older versions of Word. Click Continue to complete the
save process:

Microsoft Word Compatibility Checker ? x

The following features in this document are not supported by earlier
versions of Word, These features may be lost or degraded when you
ﬂ' save this document in an earlier file format. Click Continue to save

the document. To keep all of your features, click Cancel, and then
save the file in one of the new file formats.

Summary Occurrences
Content controls will be converted to static content. 16

Help
Some text box positioning will change. 14

Help
Shapes and textboxes will be converted to effects available 39
in this farmat.

Check compatibility when saving documents

[ comue ||| cance

11. Close Microsoft Word 2016 to complete the activity.
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TOPIC C: Manage Additional
File Types

In addition to the standard Microsoft Word document format, you can also open a variety of
other file types in Microsoft Word. In this topic, we will learn about opening, importing, and

editing these non-native files, particularly PDF documents. We will also learn how to append
text to a document and link to other documents.

Topic Objectives
In this topic, you will learn:
= How to open non-native files in Microsoft Word
» About importing files into Microsoft Word
= How to open and edit PDF documents
= How to append text to a document
* How to link to another document

OPENING NON-NATIVE FILES IN MICROSOFT WORD

To open a non-native file in Microsoft Word, click File - Open - Browse:

EE% Other Web Locations
E;l This PC
== Adda Place

Browse
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Then, in the Open dialog, navigate to the location of your file. Choose “All files” from the menu
in the bottom right-hand corner:

E| Open
& "
Organize «

5+ Quick access

[ Desktop
< Downloads

=

= Documents
| Pictures
J& Music

m Videos

EE Microsoft Word
7@ Onelrive
3 This PC

¥ Network

4 B s> ThisPC 3 Desktop »

Mew folder

% % %%

File name:

MOS5010_ Word_2016_1_ExerciseFil
ES

Search Desktop

d
® v

Tools

All Word Documents

All Word Docurnents
Word Documents

Word Macro-Enabled Documents
ML Files

Word 97-2003 Documents

All Web Pages

All Word Templates

Word Templates

Word Macro-Enabled Templates
Word 97-2003 Templates

Rich Text Format

Text Files

OpenDocument Text

PDF Files

Recover Text from Any File
WordPerfect 5.x

WordPerfect b.x
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Now, select the file you want to open and click Open:

5+ Quick access

[ Desktop
< Downloads

Documents

[&] Pictures
Jﬁ Music

m Videos

EE Microsoft Word
@& OneDrive
3 This PC

¥ Metwork

G Open X
&« « “F I s ThisPC s Desktop » v O Search Desktop yel
Organize v Mew folder - ™ @

MOS5010_Word_2016_1_ExerciseFil
= es

Sample Document.wps

WPS File

1.10 MB

% N %%

v| |All iles v/

hd | Open {}H | Cancel |

File name: | Sample Document.wps

Tools

The file will then open:

= i )
0 Cali " ha- b naBbCcDe| AsBbCDe A3Bb e AAQB nsebceoc aasbecoe aosbeco: acebcen: byl
Paste e rormatpanter B T U wex x B4 - THomnal | THo Spac Heading 1 Heading 2 Title Subtitle  SubtleEm.. Emphasis  ImenseE T [ g
Clpboard Font Syes 5 Edting |~
This document was created with Microsoft WordPad. It was saved as Rich Text. We even made this text
bold and highlighted this text.
We even added our company logo:
“Sample Dorument” 158 charactars (N approximate vahie] ® B = 1 + e

You will need to save any further changes in one of Microsoft Word’s native formats.
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IMPORTING FILES

In previous versions of Microsoft Word, opening some file types (such as comma-delimited text
files) would cause an import wizard to launch. Now, this process is automatic. Word will convert
the file for you and display the data appropriately.

OPENING AND EDITING PDF DOCUMENTS

Microsoft Word 2016 also provides the ability to open and edit PDF documents. To begin, click
File - Open - Browse:

Open
(L) Recent

= Other Web Locations
E:I This PC

+ Add a Place

Browse

371 0f 413



Microsoft Office Word 2016 — Part 1

PDF files should automatically be displayed in the Open dialog. Choose your file and click Open:

E| Open bd
&« « “F I s ThisPC s Desktop » v O Search Desktop yel
Organize « MNew folder

e[
]
4

el

®

st Quick access MOS5010_Word_2016_1_ExerciseFil

= es

[ Desktop *
< Downloads - e— Sample PDF
< Documents - PDF File
& PAf| 255 ke
| Pictures -
J& Music
Test Import Files
m Videos
E' Microsoft Word
@ OneDrive
O3 This PC
[_} Metwork
File name: | Sample PDF ~| | AllFiles v

Tools - Cancel

Word will then show you a dialog box about PDF conversion. Click OK to proceed:

Microsoft Word X

Word will now convert your PDF to an editable Word document, This may take a while, The resulting Word document will be optimized to
allow you to edit the text, so it might not look exactly like the original PDF, especially if the original file contained lots of graphics.

[]pon't show this message again

Cancel Help
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The PDF file will then open in Word:

" Toms o[ K W her B EE T FE AT [sccon] soteoer azBbCe A AQB nasbce sosuceon sassceon
Paste st B T U - X X Zy- - | Thomal | THoSpac. Heading1 Heading2  Twle  Subtitle Su Emphasis  Intense E
Clipboara = Fant 5 Parsaanh 5 Styes
Crisis Management
viable organizatians need 1o be ready for emergencies because they are & fact of doing business. The warst plan Is not ta have any.
kind of plan at all, and the best plans are tested and adjusted so that they work over time. Fortunately, you do not need separate
plans for fire, weather disasters, and all the different kinds of crises that can occur. One solid plan wil help you to prevent,
respond, and recover fram all crises. This two-day course will help y y ization is ready to kind of
crisis,
What Will Students Learn? What Topics are Covered?
¥ ssign people 1o an appropriate crisis team role what is crisis management?
¥ Conduct a crisis sudit ¥ Training leaders and staff
¥ Establish the means for business continuity ¥ Conducting the crisis audit
+ Determine how to manage incidents + perfarming a risk level analysis
¥ Help your team recover from a crisis ¥ Developing a response process
¥ How to apply the process. ¥ Consulting with the experts
¥ Incident management techniques
¥ Working through the issues
+ Establishing an emergency operations center
¥ Building business continuity and recovery
*  Recovering and moving on
¥ Plenty of case studies and practice opportunities
What’s Included?
+ Instruction by an expert facilitator ¥ ¥ Specialized manual and course materials
small, interactive classes ¥ Personalized certificate of completion
Pre-Registration Information Your Information
Nami
ves! | would like to attend Crisis Management! Sign me up for the Position
“Sample POF" 1,937 characters an approsmate valuel, (] -

P Find -
R Repiace
s Select-

Editing

You can now work with the file as normal.
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If you want to save your updated file as a PDF, use the File - Save As - Browse command and
be sure to choose PDF as the file type:

B save As Ed
= « “F I s ThisPC s Desktop » v O Search Desktop o
Organize « Mew folder S

~

7 Quick access
[ Desktop

< Downloads
E:-'I Documents

MOS5010_Word_2016_1_ExerciseFil
= es

% % %%

| Pictures

J& Music

Test Import Files
m Videos
E' Microsoft Word

£ Nnahrive ~

File name: | Sample PDA

| Save as type: | PDF | ~

Authors:  Add an author Tags: Addatag

Optimize for: (@ Standard (publishing
online and printing)

() Minimum size [+] Open file after publishing
(publishing online)

4 Hide Folders Tools  ~ Cancel

Options...

Otherwise, the file will be saved in the same location as a Microsoft Word document.
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APPENDING TEXT TO A DOCUMENT

Microsoft Word also provides an easy way to insert text from another document. To begin,
place your cursor where you want the appended text to appear. Then, click Insert - Object -

Text from File:

T2 Date & Time:
= Object -

sject.
[] TettomFie.. [y

Health and Safety Training - Acme
Widgets Inc.

Day One
1. Course Overview
2. Whatis Health and Safety?
3. AnOverview of Our Health Resousces
4. AnOverview of Our Safety Policy
5. Day One Wrap-Up

Day Two
1. Day Two Introduction
2. Violence in the Workplace
3. Whatis Bullying?
4. Resources Available to You
5. Workshop Wrap-Up

Then, navigate to and select the document. Click Insert:

E| Insert File

Organize New folder

# Quick access
[ Deskiop

3 Downloads
[Z) Documents

R

&= Pictures

D Music
B Videos

[ Microsoft Word
¢@ OneDrive
3 This PC

¥ Network

Range:

« « 4 B> ThisPC »

X

Desktop » v

Search Desktop r)

= @ @

MOS5010_Word_2016_1_ExerciseFil

Resource List
w| Microsoft Word Document
es
145 KB

Range...

File name:

Resource List ~| | AllWord Dacuments v

Tools ~ Insert [+

N

Cancel
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The text will now be added to the document and can be edited as normal:

r

BB B [JLd o | W Lo
Coves Blank P ik Pcures Onine Shapes Smanht Cht Srsrat 3y s - W

> Bockmark
age -
Pager Page Break

5 Cross-reference

Comments Header & Faater

Health and Safety Training - Acme
Widgefts Inc.

Comment | Hesder Focter  Page | Tem Quick Wordan
- Mumbers Bore Parr -

Day One
1. Course Overview
2. What is Health and Safety?
3. An Overview of Our Health Resources
4. AnOverview of Our Safety Policy
5. Day One Wrap-Up

Day Two
1. Day Two Introduction
2. Violence in the Workplace
3. Whatis Bullying?
4. Resources Available to You
5. Workshop Wrap-Up

Resource List
«  Acme Widgets Employee Handbook, accessible at
«  "YourRights and Responsibilities” pamphlet, included in your training kit
Sarah McKinley, Union Representative, 555-602-3598

Page 1ol Sowords [

[ Signature Line ~ ) ]

T Date & Time
_ Equation Symbal
object - B
s ~
W E & - ' + e

LINKING TO OTHER DOCUMENTS

If you want to insert content from a document that is frequently updated, you can have Word
perform that update for you automatically. To begin, place your cursor where you want the

linked text to appear. Then, click Insert - Object:
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The Object dialog box will open. Click the “Create from File” tab:

Object

Create New  Create from File

Object type:

a 0]
Microsoft Equation 3.0
Microsoft Excel 97-2003 Worksheet
Microsoft Excel Binary Worksheet
Microsaoft Excel Chart
Microsaoft Excel Macro-Enabled Worksheet
Microsoft Excel Worksheet
Microsoft Graph Chart b

Result

. Inserts a new Bitmap Image object into your
Em document.

|:| Display as icon

Now, click Browse:
Ohbject ? *
Create New
File name:
[ Link to file
|:| Display as icon
Result
. Inserts the contents of the file into your
Em document so that you can edit it later using
the application which created the source
file,
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The Browse dialog box will open. Select your file and click Insert:

E| Browse

x
4 B> ThisPC » Local Disk (C:) » Users » AcmeWidgets » Desktop » v &/ | Search Desktop )
Organize +  New folder

- m @
# Quick access

MOS5010_Word_2016_1_ExerciseFil Resource List
W Microsoft Word Document
[ Desktop S oes Mo
J Downloads
[ Documents

&= Pictures

D Music

B Videos

R

[ Microsoft Word
f@& OneDrive
3 This PC

¥ Metwork

File name: | Resource List v‘ All Files ~

Toaks Cance

Finally, check the “Link to file” box and click OK:

Object

Create New  Create from File

File name:

ChUsers\Acme Widgets\Desktop'\Resource List.doox

Browse...

|:| Display as icon
Result
Inserts the contents of the file into your

@4@ document and creates a shortcut to the
source file, Changes to the source file will
be reflected in your document.
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The text will now be added to the document and can be edited as normal:

E I (=]

Coves Blank Page  Table Picures Online Shapes Smarman Chart Screanshot 3 pay add-ins - Wik
Page- Page Break - Fictures - -
k.

> Bockmark

5 Cross-reference

Health and Safety Training - Acme
Widgefts Inc.

Day One
1. Course Overview
2. What is Health and Safety?
3. An Overview of Our Health Resources
4. AnOverview of Our Safety Policy
5. Day One Wrap-Up

Day Two
1. Day Two Introduction
2. Violence in the Workplace
3. Whatis Bullying?
4. Resources Available to You
5. Workshop Wrap-Up

Resource List
«  Acme Widgets Employee Handbook, accessible at
«  "YourRights and Responsibilities” pamphlet, included in your training kit
Sarah McKinley, Union Representative, 555-602-3598

Page 1of1  Sowords [ MR -

However, every time this document is opened, the linked file will be checked for updates, and
any changes will be applied. Of course, this will only work as long as the linked file is accessible.

If the file is moved or deleted, the update will no longer occur.
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ACTIVITY 9-3
Managing Additional File Types

You have been given a set of files that need to be combined together to create a workshop
handout. You will use the tools that you learned about in this lesson to accomplish this task.

1. To begin, open Microsoft Word 2016. At the Start screen, click Open Other

Documents:

Take a
tour
'hlrle” Titls Titl
[
AENEEE EEEEEE AEEEEE
e =
- 4 i
=
559
- s L

2. Click Browse:

L,

!;E% Other Web Locations
Et| This PC

Loy

== Add a Place

Browse
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3.

4,

Navigate to the Lesson 9 folder of your Exercise Files.

PDF file) and click Open:

E] Open

File name: | Activity 9-34

€« v < Starting Files for A... > Lesson 9 v D Search Lesson 9
Organize ¥ New folder S
3 Quick access —1.  Activity 5-1
mE Microsoft Word Document
I Desktop * =| 1.24MB
* Downloads - —I. Activity 9-2
|ﬂ3 Docurments » EE Microsoft Word Document
—| 1.24MB
&=/ Pictures -
) - [ Activity 3-3A
& Music " | POFFie
B videos p 368 KB
_ —I Activity 9-38
[ Microsoft Word mE Microsoft Word Document
= | 17.0KB
@ OneDrive
3 This PC
¥ Metwork

v | All' Word Documents

Cancel

Select Activity 9-3A (which is a

Word will then show you a dialog box about PDF conversion. Read the information

and click OK:

Microsoft Word

‘Word will now convert your PDF to an editable Word document, This may take a while, The resulting Ward document will be optimized to
allow you to edit the text, so it might not look exactly like the original PDF, especially if the original file contained lots of graphics.

D Don't show this message again

X

Cancel Help
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5. The document will open. Go to the second page. Change the text from “Map One” to
“Area Map:”

1 Assbceo AsBbCeD |AaBDC | 4

FARMLAND

FARMLAND
N

Azen
mA?

6. Now, go to the end of the document. Click Insert - Page Break:

H ©- O

File Home Design Layout References Mailings

B0 B kB Ml a

Cover Blank ' Page  Table Pictures Online Shapes SmartArt Chart Screenshot
Page~ Page | Break v Pictures - v
Pages % Tables lllustrations

7.  Click Insert - Object - Text from File:

Fie
Cover Blark Page  Toble Pict upes
Fage: Page Eeeak Pictures
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8.

9.

Navigate to the Lesson 9 folder of your Exercise Files. Select the Activity 9-3B

docume

nt. Click Insert:

[ Insert File

N

s Quick access
I Desktop
J Downloads
Documents
[=] Pictures
b Music
B videos

. OneDrive
[ ThisPC

¥ Network

<« Desktop > MOS5010_Word_2016_1_ExerciseFiles » Starting Files for Activities » Lesson 3 v/ @] | SearchLesson9

Organize = New folder

I Activity 9-38
Microsoft Word Document
17.0KE

L T T

[ Microsoft Word

Range:

Range.

E

Activity 9-1 Activity 9-2 L Activity 9-34
Microsoft Word Document Microsoft Word Document % PDF File
1.24MB 1.24 MB 368 KB

File name: | Activity 9-38

| a1 Ward Documents

Tools

- Insert

Cancel

The text

Cover Bunk Page  Table

Pages Page Bresk
Page: e

Pagriols Mebwess (3

will now be added to the document:

Brhosin + =9 w
P ook =

PR T W

s i Shipes St Cht. St gy o < Waipdi O
ictures - B Wbt | (1 Cromm reterancy Mumber - Bon~

aagra sesa ks Comments | Heaoera Faates

Exercise Three: The Last Question

When it comes to erisis management, it’s difficult to predict everything that will come up. We knew,
however, that the more we can prepare, the better we can resolve or at least mitigate the effects of a
particular event.

with the availability of travel and the movement of goods intematianally, the threat of a pandemic is not
something to be trifled with. How will your company manage if 10 r 25 or 60 percent of your peaple are
out sick for a prolonged period of time?

Our last question to work through today is drawn from actual examples of ethical issues that impact
hospitals and nursing hames around the world.

Scenaric
You are on the baard of directors with the local health region, and you are observing the number of
hospital admissions increase. This form of influenza has not been fussy - people of all ages are
succumbing ta it. Your small hospital has 12 respirators, and they are all in use today: two for patients
who were in car crashes and 10 for patients with Influenza. Everyone who gets respirator treatment
survives the pand + are children, adolescents, adults, or the aged. You know that as the
pandemic spreads, you will need more respirators, There are four people in the emergency department
right now who need respirators, but yours are allin use and there are none available in the district
Patients who are not able to get a respirator for treatment will most certainly die. The nearest hospital
(30 miles away) has sent a reguest to borrow respiratars from you,

Assignment
ill you decide who gets a respirator in your awn haspital?

Commert Meader Foctes  Page Vet Quick Wonddt

mQ

Equation Symbol

"
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10. Now, let’s save the document as a PDF file. Click File > Save As - Browse:
AT B
i;EE Other Web Locations
El‘;| This PC
== Add a Place
Browse h
11.

Navigate to your desktop. Change the file name to “Activity 9-3 Complete.” Finally,
choose PDF as the file type. Click Save:

[ Save As X
« « 1 |H > ThisPC » Desktop v O Search Desktop pr
Organize + Mew folder

s Quick access MOS5010_ Word_2016_1_ExerciseFil
[ Desktop - =

{ Downloads  #
Documents
= Pictures *
J’s Music
n Videos

El Microsoft Word

/& OneDrive
v

File name: | Activity 9-3 Complete

Save as type: | PDF

Authers: John Smith Tags: Addatag

Optimize for: (@) Standard (publishing Options...
online and printing)

T e [~ Open file after publishing
(publishing online)

* Hide Folders Tools - Cancel

12. Close Microsoft Word 2016 to complete the activity.
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Summary

In this final lesson, you learned about customizing the Microsoft Word environment. You should
now feel comfortable using the Word Options dialog box to personalize your Microsoft Word
2016 experience.

You also learned how to set save options, check files for compatibility; open non-native files in

Microsoft Word; and import, append, and link files. You even learned how to open, edit, and
save PDF documents using Microsoft Word 2016.

REVIEW QUESTIONS

1. Which two categories in the Word Options dialog box are similar in look and
function?

2. You have a text file created in Excel that you want to import into Microsoft Word.
How will you do this?

3. Which category of the Word Options dialog box controls AutoRecover options?
4. How do you recover an unsaved document?

5. Which tab of the AutoCorrect dialog box allows you to manage how Word recognizes
elements like dates and contacts?
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Answer Keys

LESSON 1 REVIEW QUESTIONS

1. Which toolbar gives you quick access to frequently used commands?
This statement describes the Quick Access toolbar.

2. Which Microsoft Word feature will automatically correct certain text as you type?
AutoCorrect will automatically correct common errors as you type.

3. What options are available when performing a help search with Tell Me?
You will see shortcuts to related commands, a Smart Lookup command, and a command

to open the full Help window.

4. What is the command sequence to show or hide formatting marks?
Click Home - Show/Hide.

5. What is the keyboard shortcut to open the Print category of Backstage view?
Press Ctrl + P to open the Print category of Backstage view.

LESSON 2 REVIEW QUESTIONS

1. When searching in the Find and Replace dialog, what does the “?” wildcard represent?
The question mark wildcard can represent any single alphabetical character.

2. List two ways to open the Find and Replace dialog.
You can use the Home tab, shortcut keys, or the Navigation Pane.

3. What is the keyboard shortcut for the Cut command?
Press Ctrl + X to cut the selected text or object.

4. What is the opposite of the Undo command?
Redo/Repeat is the opposite of the Undo command.

5. What is the command sequence to show or hide the Navigation pane?
Click View - Navigation Pane.
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LESSON 3 REVIEW QUESTIONS

1. Which group on the Home tab contains most font formatting commands?
The Font group on the Home tab contains most font formatting commands.

2. Which tool allows you to analyze the text around the location of the cursor?
This statement describes the Style Inspector.

3. What is the command sequence to show or hide the ruler?
Click View = Ruler.

4. What is the shortcut to open the Find and Replace dialog box to the Replace tab?
Ctrl + H is the shortcut to open the Find and Replace dialog box to the Replace tab.

5. Which tabs contain the Line and Paragraph Spacing command?
This command can be found on both the Home and Layout tabs.

LESSON 4 REVIEW QUESTIONS

1. Which two contextual tabs are available when working with tables?
The Table Tools — Design and Table Tools — Layout tabs are available when working with
tables.

2. What are the horizontal components of tables properly referred to as?
The horizontal components of tables are called rows.

3. Which keyboard shortcut allows you to move to the last column of a table?
The Alt + End shortcut will take you to the last column of a table.

4. List at least one way to insert a row into a table.
You can use the Insert Row icon, the mini toolbar, the right-click menu, or the Table

Tools — Layout tab.

5. Which dialog box contains many settings for tables?
The Table Properties dialog box is the central location for most table settings.
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LESSON 5 REVIEW QUESTIONS

1. What is the command sequence to sort a paragraph of text?
Click Home = Sort.

2. What tab contains commands to create and manage all types of lists?
List commands are found in the Paragraph group of the Home tab.

3. What is the keyboard shortcut to promote a list item?
Press Tab to promote a list item.

4. How do you customize the starting value of a numbered list?
Right-click the desired starting item and click Set Numbering Value. Then, enter the

desired starting value and click OK.

5. How many levels of sorting does Microsoft Word support?
You can sort by up to three levels.

LESSON 6 REVIEW QUESTIONS

1. Name one font that is all symbols.
Wingdings, Wingdings 2, Wingdings 3, and Webdings are all symbol fonts. You may have
other symbol fonts depending on what programs are installed on your computer.

2. What should you be aware of when inserting online images into a document?
Always obtain the appropriate copyright permissions when working with online images.

3. What is SmartArt?
SmartArt is Microsoft’s intelligent way of adding diagrams to your Office documents.

4. Which tab contains commands to add symbols and illustrations to your document?
These commands are found on the Insert tab.

5. List one location that online images can be inserted from.
Online images can be inserted from a Bing image search, OneDrive, Facebook, or Flickr.
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LESSON 7 REVIEW QUESTIONS

1. Which tab(s) contain(s) the command to insert a page break?
This command can be found on the Insert tab and the Layout tab.

2. What is the command sequence to insert a pre-built watermark?
Click Design - Watermark and click the watermark that you want to apply.

3. If you want your page color to be printed, what option needs to be enabled?
The “Print background colors and images” option in the Display category of the Word
Options dialog box must be checked.

4. Which contextual tab is available when working with headers and footers?
The Header & Footer Tools — Design tab provides commands for working with headers
and footers.

5. What are the two available orientation options for a Microsoft Word document?
You can apply portrait or landscape orientation to a document.

LESSON 8 REVIEW QUESTIONS

1. If Microsoft Word detects a contextual spelling error, what color will it underline the
error with?
Contextual spelling errors and grammatical errors are underlined in green.

2. What interface elements displays tools like the thesaurus, spelling and grammar
check, and Accessibility Checker?
All of these tools are displayed via task panes.

3. What is the shortcut key to run a spelling and grammar check?
Press the F7 key to run a spelling and grammar check.

4. What is the command sequence to run the Accessibility Checker?
Click File = Info = Check for Issues - Check Accessibility.

5. What part of the Microsoft Word interface will show you a quick word and page count

of the current document?
The status bar shows a quick word and page count.
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LESSON 9 REVIEW QUESTIONS

1. Which two categories in the Word Options dialog box are similar in look and function?
The Customize Ribbon and Quick Access Toolbar categories are very similar.

2. You have a text file created in Excel that you want to import into Microsoft Word.
How will you do this?
Open the file as normal using the File > Open - Browse command sequence. Microsoft
Word will convert and import the file for you.

3. Which category of the Word Options dialog box controls AutoRecover options?
These options are set in the Save category of the Word Options dialog box.

4. How do you recover an unsaved document?
Click File = Info. Then, click the unsaved document’s entry from the Manage Document
section.

5. Which tab of the AutoCorrect dialog box allows you to manage how Word recognizes

elements like dates and contacts?
These options are controlled in the Actions tab.
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APPENDICES

Keyboard Shortcut Quick Reference Sheet

Open a new document Ctrl + N

o)

c

£ | Saveafile Ctrl +S

&

2 | Open afile Ctrl+0O

©

2 .

@ | Print document Ctrl+P

=
Close Microsoft Word Alt + F4
Select all Ctrl + A
Copy text Ctrl+C
Cut text Ctrl + X

bo

£

% Paste text Ctrl +V

wl

Ea Toggle Format Painter on Ctrl + Shift + C

Ctrl + Shift + vV

Undo last action Ctrl+Z
Redo last action Ctrl+Y
Shift cursor focus to Search field in Ctrl+ F
Navigation Pane

[7)

2 | Open Replace tab of Find and Replace Ctrl+ H

& | dialog

-

E Open Go To tab of Find and Replace dialog | Ctrl+ G

[7)

=14

o) .

T Open Font dialog Ctrl+D

a

g,_ Open Help window F1

(@)
Switch focus to Tell Me field Alt +Q
Check spelling F7
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Open Thesaurus task pane Shift + F7
"
§ Open Styles task pane Alt + Ctrl + Shift+ S
z‘@ Open Apply Styles task pane Ctrl + Shift + S
g_ Open Reveal Formatting task pane | Shift + F1
Open Navigation Pane Ctrl+F
Apply bold formatting Ctrl+ B
Apply underlining Ctrl+ U
Apply italic formatting Ctrl + 1
Align text to center Ctrl+E
% Align text to left Ctrl + L
';, Align text to right Ctrl+ R
g Justify text Ctrl +)
g Increase font size Ctrl + Shift +.
x
= Decrease font size Ctrl + Shift +,

Change font face via Font dialog

Ctrl + Shift + F

Change font size via Font dialog

Ctrl + Shift + P

Cycle through cases

Shift + F3

Clear formatting

Ctrl + Spacebar

Special Characters

Show formatting marks

Ctrl + Shift + 8

Insert page break Ctrl + Enter

Insert nonbreaking hyphen Ctrl + Shift + _

Insert nonbreaking space Ctrl + Shift +
Spacebar
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Table Navigation

Move one cell to the right

Tab (right arrow if cell
is empty)

Move one cell to the left

Shift + Tab (left arrow
if cell is empty)

Move one row up

Up arrow key

Move one row down

Down arrow key

Go to first row

Alt + Page Up

Go to last row

Alt + Page Down

Go to first column

Alt + Home

Go to last column

Alt + End
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Glossary

Accessibility Checker

Tool that automatically checks a document
for issues that users with disabilities may
encounter.

alternative text

Text that is used by screen readers to
describe an object to users with visual
impairments.

AutoCorrect
A feature that automatically corrects text as

you type.

AutoRecover

A feature that automatically recovers
documents if your computer encounters a
problem.

AutoSave
A feature that automatically saves a
document at set intervals.

Backstage view

A component of the interface that shows a
number of categories that group file-related
commands together.

border
A stylized line around a page, paragraph, or
word.

cell
The area where a row and column intersect
in a table.

chart
Graphical representation of data and
relationships in a dataset.

clipboard
An area of your computer’s memory that
stores cut and copied items.

column
Vertical elements in a table.

contextual spelling error
Occurs when a word is spelled correctly but
used incorrectly.

contextual tabs
Special tabs that appear when you are
working with a specific object.

Compatibility Checker

Tool that automatically checks a document
for possible issues if it were to be opened in
a previous version of Microsoft Word.

dialog box launcher

Button in the lower right-hand corner of a
group that opens a dialog box or task pane.
Also called an option button.

document
In this context, an electronic document
created in Microsoft Word.

Flesch Reading Ease/Flesch-Kincaid

Grade Level
Scores that evaluate the readability of a
document.

font

A complete set of characters, including
typeface and style.
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footer

A group of information set apart from the
body of your document. Typically appears
throughout the document at the bottom of
each page.

formatting marks

A set of characters that indicate spaces,
formatting, page breaks, and other
document features that are usually hidden.

Format Painter
A tool that is used to copy formatting from
one selection of text to another.

gallery
A set of options presented visually via the

Microsoft Word interface.

groups
Sets of commands in each ribbon tab.

header

A group of information set apart from the
body of your document. Typically appears
throughout the document at the top of
each page.

indent
Setting that controls how far text appears
from the margin.

illustration
A graphic created in or inserted into a
Microsoft Word document.

Insights pane

Task pane that allows the user to search for
research and/or dictionary information
about a word.

line break
Feature that creates a new line while
retaining formatting from the previous line.

Live Preview
Allows the user to see how various options
will look before applying them.

margin
The white space separating text from the
edge of a page or other object.

mini toolbar
Contextual toolbar that appears when text
or objects are selected.

multilevel list
A hierarchical list that contains points
within points.

Navigation Pane

Feature that allows the user to view
important parts of a document. Also
provides search tools.

page break
Horizontal line that indicates where one
page ends and another begins.

PDF

Stands for Portable Document Format.
Standardized electronic document format
that can be read by many platforms.

Quick Access Toolbar
Customizable toolbar providing quick access
to frequently used commands.

Quick Table

A type of table template that allows the
user to quickly insert objects like calendars
and matrices.
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ribbon interface

The group of commands at the top of the
Microsoft Word screen. Encompasses File
tab, Quick Access toolbar, tabs, and groups.

ribbon tabs

Groups of like commands accessed using
the buttons at the top of the ribbon
interface.

row
Horizontal elements in a table.

ScreenTip

A small message that will give you
information about the object over which
your cursor is hovering.

SmartArt
Microsoft Word feature that allows you to
create and edit diagrams.

Smart Lookup

Tool that opens the Insights pane. Provides
research and dictionary information about a
word or phrase.

sort fields
The criteria that data is sorted by.

status bar

Horizontal bar at the bottom of the
Microsoft Word window that displays
information about the document.

style
In Microsoft Word, a saved set of
formatting options.

tabs/tab stops
Feature that controls where and how text is
horizontally aligned.

table
An object that allows the user to organize
information in rows and columns.

task pane
Vertical pane that provides additional
commands for a task.

Tell Me

Natural language help feature accessed
directly on the ribbon interface.

thesaurus
Research tool that offers synonyms and
antonyms for words.

translation
The process of converting a document from
one language to another.

watermark
A washed-out item in the background of the

page.

wildcard
A character that can represent one or more
other values. Typically used while searching.

Wingdings/Webdings

Special font sets that are all symbols.

word wrap

A feature that automatically wraps text to
the next line of the document without
creating a line or paragraph break.
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Index
A
Accessibility
Accessibility Checker ..o
AN AItEINATIVE TEXE ..eeiieiiie e
Blank CRaraCters ... ..coo i eiiiee e st
ElEMENTS OF 1ottt et e st e e bt e st e s bt e e beesateenbeesabeenaeeeas
SECLION 508ttt sttt et e st e st e e e bt e e e s b bt s bt e e e bb e e e e bt e e s bt e e e nnreeeanneee
AutoCorrect.....
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And AutoFormat...............
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Enabling or disabling .......cc.cccccueeneen.
Entering custom replacements
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] Tl o= Y=o VAR
Borders

AN HOFIZONTAT TINES ettt sttt e b e st e b e sabeesneeeneees 121

Applying to page with Borders and Shading dialog boX ........ccccevveeviiiiiiniinnicnieeeee, 251, 253

Applying to text with Borders and Shading dialog boX.........ccccevvvveviieieinceieeeeeeee, 122,126

Applying to text With HOME tab ......cocvieiieceeeeee e 120, 125

LY Fo L [ TP PR PSRN 120, 250
Borders and Shading Dialog BOX.......ccccuiiiiiuiiiiiiieeiiiee e esieeesiree e siaeessbeessiaeesssaee s 126, 251, 254

(0] 1] a1 7= S PO PP U PPPUPPTRRPPPPIRE 122,125

OVEIVIEW OF 1.ttt ettt et te et e et e e s s e e s teesaseeseeeneeesseeenseesseeenseeanseennnesnsens 122
Breaks

[T PP P PP T PP OPPPTOPPPPROTRt 25

P e 63, 275, 279, 382
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C
(61T T £ PSSP UPUPPPI 239
Compatibility
AN FIlE FOIMATS...utteiiii it e e e e et e e e e eeeabbaeeeeeeeesnreneees 356, 367, 384
Compatibility Checker tool.........c.uiiiiiiiie e 354, 357, 365, 367
1Y o o 1 PP PPPTUPPRN 359
(8] o ={0=To [Ta¥ae ToTolU 0o =Y o1 e o s 4 I 1 AR 359
D
Document
Changing view of
Creating.....ccceevvvveeenn.
NaVIgating throUGh........eiiiiee et e e 48,49, 51
OPENING NON-NATIVE ..ottt ettt e s s rr e e s snnes 368, 380
PIINEING e s e e e s 29
RECOVEING UNSAVEM .. .uviiiiiiiiiiciiee ettt ettt ettt e e ette e e e tae e e abe e e eabeeesabaeeesseeesaseeesnseeesnnsaaennes 361
VNG ettt e et s bt e e b et e et e e e s bt e s e e e e e aaneeas 25, 34, 355, 366
] 1 [ L= PSP P SO UR P RUPUPRRUPRON 27
Welcome Back BOOKMArK.........eiiiiiiiiiiee et 16
LV B 3 PSR PRORRPRRSRRY 6
E
Editing Tools
(61 o V2SN
LT OO TP PP PTRTORN
Office Clipboard
Paste..........uu.
Paste options.....
Paste preview....
Paste Special .....
[20=Te Lo TSSOSO P U UP PSP PPIUPPRTPPIORY
(610 [o TP OO U PV ROPPUPPTPPTOPPRRPN
F

File Formats

Choosing during save process 355, 367, 384
File Menu ...See Backstage View
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(o T o1k =1 < TP T U RRRROPPPPUPT 68, 69
[0 o [l - | « O U UUURPPPPRRY 68, 69, 75
Replacing formatting With ........coceeeieoieeee e 146, 153
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Font
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USINME eeeieieiiittt et ettt e e e sttt e e e s ettt e e e e e s a b et e e e e ee bttt e e e e e e an bt et e e e ee e nbrateeeeeaennrreeeeeeennnnes
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What is? .ccoovveeiiieeeiienn
Formatting Marks...
Intables.....ccoceeeeeeennnnens
NON-DrEaKiNg SPACES ... veiiiiiieieiiee ettt e ettt e s st e e e bt e e sbbeeesabbeessnsaaeenns
PGB DIEAKS .....veiiiiee ettt et e e et e e et e e e e ba e e e abaeeeabeeeebaaeenaraaeaaes
ShOWING AN NIING c..viiiiiiieece e e et e e e tae e e s aae e e e eabe e e ebteeeenaaeeas
VLT F= Y - [ T SRR UR USSR
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H
Headers and Footers
AddiNg PAZE NUMDBETS ...ttt e e e e et e e eb e e e e bt e e e eabbeeeenbeeesaateeesnnes 263
FAY T R T=1 [ LSRR 267
Closing view .. ... 266, 267, 270
Design contextual tab ...265, 266, 267, 268, 269

Editing

What are?
Help Features
HEID WINAOW ...ttt ettt e e et e e st e e e e abee e etaeeeentaeeeenbaeesseeeeannnes 37,39, 41
TRIIIMIE ettt e et e e e et e e e e tte e e e tbeeeeabeaesasteeeesseeeensaeaaseeeennnns 7,37,41,43
Hyphenation
APPIVINEG ettt ettt st e h e st sh e b esa e e b e s h bt e bt e s a bt e b e sat e e bt e eaneenaesanees 115
NON-Dreaking NYPRENS ...covieeeeee e st e et esaaeeseeeeteesaneens 116
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77T PSS 115
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Indent
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Hanging ...
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