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Microsoft Office Word 2016 — Part 2

ABOUT THIS COURSE

COURSE PREREQUISITES

This manual assumes that the user has knowledge of the following
topics:

e Using the various parts of the Microsoft Word interface

e Getting help in Microsoft Word

e Creating, opening, and saving a basic document

e Applying formatting to text

e Inserting tables and graphical objects

e Controlling paragraph and page layout using the tools on the

Home tab, Layout tab, and Page Setup dialog
e Proofing a document for errors
e Customizing the Microsoft Word environment

COURSE OVERVIEW

This intermediate-level course is designed to help users who are familiar
with Word’s basic features take their skills to the next level.

COURSE OBJECTIVES

By the end of this course, users should be comfortable with using tools
like styles, macros, templates, mail merge, and building blocks to
automate tasks. Students will also understand how to create complex
documents using tables, charts, and various types of illustrations.

How To UsSE 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.
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LESSON 1:
WORKING WITH TABLES AND

CHARTS

Lesson Objectives

In this lesson you will learn how to:
= Sort table data

= Control cell layout

= Perform calculations in a table

=  Create a chart
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TOPIC A: Sort Table Data

Although Microsoft Word is primarily designed for word processing, it does provide tools for
managing table-based data. One key tool is the ability to sort data in different ways.

Topic Objectives
In this topic, you will learn:
= How to sort tables

SORTING TABLES

The Sort command on the Table Tools — Layout tab is an excellent tool for arranging data in any
way that you want. As an example, take a look at this table:

Region Week 1

East $78,664
North $62,356
West $66,195
South $67,504

Week 2
563,819
570,176
571,953
562,945

Week 3
565,235
568,871
567,482
572,894

Currently, the areas appear in the order that they were entered. If we wanted to sort the areas
alphabetically, we could place our cursor in that column (or select the appropriate data) and click

the Sort command on the Table Tools — Layout tab:
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Now, we can choose how we want to sort the data:

Sort ? =
Sort by
Region w | Type: | Text | (® Ascending

Descendin
Using: |Paragraphs O_ g

Then by
w | Type: Text i @ Ascending
Using: |Paragraphs - O Descending
Then by
Type: Text Ascending
Using: |Paragraphs Descending
Iy list has

@l Header row (:) Mo header row

Options... Cancel

These settings are the default; they will sort the first column (labeled Region in this example) by its
text in ascending (A-Z order), excluding the header row.

Here is the result after clicking OK:

Region Week 1 Week 2 Week 3

East $78,664 $63,819  $65,235
North $62,356 $70,176 = $68,871
South $67,504 $62,945 $72,894
West $66,195 $71,953 $67,482
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AcTiviTy 1-1
Sorting Table Data

In this activity, you will sort data in a sales report.

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

—l Activity 1-1
mE Microsoft Word Document
—| 15.2KB

2. Select the first column of the table:

o % Replace
IS oot Pacte A-¥-A- B - | & THormal THoSpac.. Hesding! Heading2 | Tle 5 . o 1B cuer
Sunshine Travel
An n\ucﬂ Revenue Report
N. America | S. America | Carlbbean | Europe Asia Australla/NZ
Q22021 |$114,752 $97.876 $229,292 $167,120 | §68,512 $92,396
Q22020 |$128,058 $125,065 $203,929 $166,893 | $195,829 | $209,901
Q12020 | $139.158 $151.642 $196,386 $191,292 | $157.967 | $100.852
Ql 2021 | $170,773 $222,247 $174,035 §174,952 | $139.779 | $148,186
Q42021 | $194,78% $134,963 $204,989 $118,295 | §79,586 $170,378
Q32021 | $230,743 $191,430 $176,708 §$96,240 $110,586 | 131,170
Q3 2020 | $244,707 $174,103 $165,362 $177,158 | $216,034 | $152,258
L Q4 2020 | $247,578 $156,642 $83.709 §223227 | $175.413 | $185,637
Page 1011 v W ® ] + um

3. Click Table Tools — Layout = Sort:

B o

Fle  Home  Imsett  Design

T e ) Bvensetos HIDE A

2l

Select View Properies Ormw Eraser | Delete lnsen Inset Insert Inset Mege Spit  SpH  AuioRt Fwidun
b T

= 08 : T Distribute Columns Test  Cell | St Repeat  Convert
- Gridiines Table Above Below Lleft Right = Cells Cells Toble (= [=] = pirection Margins [ytieader Rows toTest
e oraw Rows & Cotumns - merge Angnment oata
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4.  Ensure that “(Column 1)” is displayed in the “Sort by” menu. Click the Type menu and

choose Date:

Sort
Sort by
(Column 1) ~ | Type:
Using:
Then by
~ | Type:
Using:
Then by
Type:
Using:
by list has
@ Header row O Mo header row
Options..,

[ >

v @gscending

Text
Text () Descending
Number
(®) Ascending
] di
Faragraphs () Descending
et Ascending
o di
Paragraphs escending

5. Ensure that the “Header row” radio button is selected:

Sort
Sort by
(Column 1} ~ | Types
Using:
Then by
~ | Types
Using:
Then by
Type:
Using:
My list has
%Header ow O Mo header row
Options...

Paragraphs

Text

Paragraphs

Text

Paragraphs

? X

T | © Ascending

() Descending

[ @hsgending
() Descending

Ascending
Descending
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6.  Click OK to perform the sort:

Sort

Sort by

(Column 1)

Then by

Then by

My list has

Options..,

~ | Type:

Using:

~ | Type:

Using:

Type:

Using:

@ Header row O Mo header row

Date /%
Paragraphs LY
Text ~
Paragraphs

Text

Paragraphs

[ >

@gscending
Ogescending

@Asgending
() Descending

Ascending

Descending

7. The data will now be sorted in chronological order:

N. America | S. America | Caribbean | Europe Asia Australia/N7

Q12020 | $13%9,158 $151,642 $196,386 $191,292 | $157,967 | $100,852
Q22020 | $128,058 $125,065 $203,929 $166,893 | $195,829 | $209,%01
Q3 2020 | $246,707 $174,103 $165,362 $177,158 | $216,034 | $152,258
Q4 2020 | $247,578 $156,642 $83,709 $223,227 | $175,413 | $185,637
Q12021 | $170,773 $222,247 $174,036 $174,952 | $139,779 | $168,186
Q22021 | $114,752 $97.,876 $229,292 $167,120 | $68,512 $92,396

Q32021 | $230,743 $191,430 $176,708 $96,240 $110,586 | $131,170
Q42021 | $194,789 $136,963 $204,989 $118,295 | $79,586 $170,378

8.  Save your document as Activity 1-1 Complete

this activity.

. Close Microsoft Word 2016 to complete
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TOPIC B: Control Cell Layout

Microsoft Word offers many tools to help you format and customize tables. In this topic, you will

learn about the basic ways to merge and split cells, change their alignment, and change the
direction of text.

Topic Objectives
In this topic, you will learn:
= How to merge and split cells
= How to change cell alignment
= How to change the direction of text in a cell

CELL MERGING

There may be times when you want to merge a group of cells into one (for example, to create a
table title). To do this, select the cells that you would like to merge and click Merge Cells on the
Table Tools — Layout tab or on the right-click menu:

ut  References  Mailings  Revew  View  Design [JESRSCIN © Tell me what

Sales Report

Region  Week1l  Week2 w.\x, ‘

East $78,664  $63,819 6 - e options
North $62,356  $70,176 $6 =
South $67,504  $62,945 $7

Waest $66,195  $71,953 $6

The cells will now be merged together to form one cell:

*

Region Week 1 Week 2 Week 3
East $78,664 $63,819  $65,235
North $62,356 $70,176  $68,871
South $67,504 $62,945 $72,894
West $66,195 $71,953  $67,482
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CELL SPLITTING

To split a cell, select the cell and then click the Split Cells command on the right-click menu or the
Table Tools — Layout tab:

Sales Report - Word

Sales Report

Region  Week1l  Week2 3
East $78,664  $63,819 -

North $62,356 $70,176
South $67,504 $62,945
West $66,195 $71,953

Then, Word will ask you for the configuration of the split. Enter the desired dimensions and click

OK:

Split Cells

Mumber of columns:

? p 4
4 =
1 :

Mumber of rows:

Merge cells before split

L3

The split will then be performed.

CELL ALIGNMENT

To align a table, select it and use one of the alignment commands in the Paragraph group on the

Home tab:

Sales Report

Region Week 1 Week 2

East $78,664 563,819
North $62,356 570,176
South $67,504 562,945
West $66,195  $71,953

7 Nosmal | 1 He Spa.

Week 3

565,235
$68,871
572,894
$67,482

faBbCeDr| AaBbCEDC A

BbC
Hesding 1 Hesding 2

t AaB ssebce

tle  SublicEm. Emphasis <

Title

st

AaBbCcDn AaBBCeD:
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You can also adjust the horizontal alignment of individual cells by selecting them and using these
commands.

To change both the horizontal and vertical alignment of a cell, use the commands in the Alignment
group of the Table Tools — Layout tab:

Y EEEEEEEEEEE D .

Select View Properies  Draw Fraser | Delete | Insert Insert Insert Insert | Mege Split Spit | AutoRit = wigene [ogs- 1 Distribute Colum Tet  Cel
-~ Gridlines Table - Above Below Left Right Cells Cells Table = - = B B Hlpirection Marg e Formul
Table Draw Rows & Columns = Merge Cellize 5 Alignment Data ~

All of these commands can be used on one or multiple cells.

TEXT DIRECTION

To change the direction of text in a cell, click the Text Direction command on the Table Tools —
Layout tab:

=] s Sales Report - Word

File Home  Inset  Design  Layout  References  Mailings  Review Developer  Design  [ETG

4 g > - . =
% E 7 = a8 € > % A %[ Height: 0.2 | B Distribute Rows SISISIV = @
= N BEE —
Select View Properties Diaw Eraser Delete Insert Insert Insert Inset Merge Spht  Spit | AutoFit =i 0ac | FH Distribute Columns Tet  Cel
- Gridlines Table - Above Below Left Right Cells Cells Toble | =~  °* - =l & & |pirection|Margins
Table Draw Rows & Columns I Merge Cell Size I Alignment %

This command acts as a toggle, with the image on the button reflecting the current direction of the
text:

2l B om A

T
o DO
; B oy oo R
s o b || G oemencars DOOBEL & L i cmirina
- bl Cells  Table v - Disectiofi*arging Header Rows to Text

Sales Report

#
Region Week 1 Week 2 ‘Week 3

w? East $78,664  $63,819  $65,235
E § North $62,356 $70,176  $68,871
"3 South $67,504  $62,945 $72,894

West 566,195 $71,953  $67,482
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AcTivity 1-2

Controlling Cell Layout

In this activity, you will perform some additional modifications to the travel sales report.

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

Insert Above:

2.  Click in the first row of the table to place your cursor there.

[

2KB

Activity 1-2

Microsoft Word Document

Sunshine Travel
Annual Revenue Report

Click Table Tools — Layout -

N. America | 8. Amerca | Cadbbean | Europe | Asia AustraliafMZ

Q12020 |$139,158 $151,642 $194,386 §191,292 | $157.967 | $100,852 |
Q22020 | $128,058 $125,065 $203,529 $166,893 | $195.829 | $209,901

Q3 2020 | §246,707 $174103 $165,362 $177,158 | $216,034 | $152.258

Q4 2020 | $247.578 §156,642 $83.707 $223.227 | §175.413 | $185,637
Q12021 | $170.773 $222,247 $174,036 $174,952 | 3139779 | $168,184
Q22021 | §114.752 $97.876 $229.292 $167.120 | $68.512 §92.296

Q3 2021 | $230,743 $191,430 $174,708 $96,240 $110,586 | $131,170
Q42021 | $194,789 $138,963 $204,989 $118,295 | $79.586 | $170.978

3.  Select all cells in this new row except the first one:

I
N. Ametica | 5. America | Caribbean | Europe Asia Australia/NZ
Q12020 | $139,158 $151,642 $196,386 $191,292 | $157,967 | $100,852
Q22020 |$128,058 $125,065 $203,929 $166,893 | $195,829 | $209.901
Q32020 | $246,707 $174,103 $165,362 $177.158 | $216,034 | $152,258
Q42020 | $247,578 $156,642 $83,709 $223,227 | $175,413 | $185,637
Q12021 | $170,773 $222,247 $174,036 $174,952 | $139,779 | $168,186
Q22021 |$114,752 $97.876 $229,292 $167,120 | $68,512 $92,39¢
Q32021 | $230,743 $191,430 $176,708 $96,240 $110,586 | $131,170
Q42021 | $194,789 $134,963 $204,989 $118,295 | $79.584 $170,378
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4. Click Table Tools — Layout - Merge Cells:

H ©- ¢ = Activity 1-2 - Word T

File Home  Insert  Design  Layout  References  Mailings  Review  View  Design [ENGIS

[ i3 >
b B AR R EEEE EHEE H deo
Select View Properties Draw Eraser Delete Insert Insert Insert Insert  Merge Sphit Split  AutoFit Sy
o Wiclth:
- Gridlines Table - Above Below Left Right |Cells Cels Toble -
Table Draw Rows & Columns ] Merge Cell Size

5.  Type “Summary by Region” in this new cell:

2| B Distribute Rows

2| Distribute Columns

&

&

Summary by Region|

N. America | S. America | Caribbean | Europe Asia Australia/NZ
Q12020 | $139,158 $151,642 $196,386 $191,292 | $157,967 | $100,852
Q22020 | $128,058 $125,065 $203,929 $166,893 | $195,829 | $209,901
Q3 2020 | $246,707 $174,103 $165,362 $177,158 | $216,034 | $152,258
Q4 2020 | $247,578 $156,642 $83,709 $223,227 | $175,413 | $185,637
Q12021 | $170,773 $222,247 $174,036 $174,952 | $139,779 | $168,186
Q22021 | $114,752 $97.876 $229,292 $167,120 | $68,512 | $92,39¢4
Q32021 | $230,743 $191,430 $176,708 $96,240 | $110,586 | $131,170
Q42021 | $194,789 $136,963 $204,989 $118,295 | $79,586 | $170,378

6. Click the Home tab:

=] S - 2 E Activity 1-2 - Word

File Home Insert Design Layout References Mailings Review View

= >

Table Tools

B R AR BAEEER SEHE E

Select  View Properties  Draw Eraser  Delete  Insert Insert Insert Insert  Merge Split  Split
- Gridlines Table © Above Below Left Right Cells  Cells Table
Table Draw Rows & Columns [Pl Merge

7. Select the merged cell. Center-align the text:

AgibCe| AgibCe AoBbt Acboc ACE acs

roeenat | ANoSpac.. Heading1  Hesding

Sunshine Travel
Annual Revenue Report

Summary by Reglan |
N. Amerca | 5. America Caribbean | Europe Asia Australia/NE

Q12020 | $139,158 $151,642 $196,386 $191,292 | $157,967 | $100,852
Q2 2020 | $128,058 $125,065 $203,527 $166,893 | $195,82% | §209,901
Q3 2020 | $246,707 $174,103 $165,362 $177.158 [ $214,034 | $152.258
Q4 2020 | §247,578 $156,642 $83.70% $223,227 | $175.413 | $185,437
Q12021 | $170.773 $222,247 $174,036 $174,952 | $139.77% | $148,184
Q22021 | $114,752 397,876 $229,292 $167,120 | $48,512 | $92.394

Q32021 | $230,743 $191,430 $174,708 $96,240 [ $110,584 | $131,170
Q4 2021 | §194,789 $136,963 $204,98% $118,295 | §79.586 | $170.378

AutoFit

E[l Height:

o Width:
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10.

Apply a bold effect and increase the font size to 24:

B9 L agebce AoBbce

Sunshine Travel
Annual Revenue Report

Summary by Region
N. America | 5. America Carlbbean | Europe Asia Australia/NZ

Q12020 | $139,158 $151,642 $194,384 $191,292 | $157.947 | $100,852 |
Q2 2020 | $128,058 $125,065 $203,929 166,893 | $195,829 | §209,501

Q3 2020 | $246,707 $174,103 $165,362 $177,158 | §216,034 | $152,258

Q4 2020 | $247,578 $156,642 83,709 $223,227 | 5175413 | $185,637
Ql2021 | $170,773 $222,247 $174,038 $174.952 | $139.779 | $148,184
Q22021 | §114,752 $97.876 $229.292 $167,120 | §48,512 $92,396

Q3 2021 | $230,743 $191,430 $176,708 $96,240 $110,584 | $131,170
Q42021 | $194,789 136,963 $204,969 $118,295 | $79.586 | $170,378

Select the two blank cells in the first two rows of this table.

click Merge Cells:

Century Goth ~ |11 = A" &7 m. ,__z!'
B I =¥ -4 - Dy-fse- insert Delete
« « = ~mary by Region
:E% i:;opm;: a | 8. America Caribbean | Europe Asia Australia/NZ
Q& $151,642 $196,386 $191,292 | $157,967 | $100,852
Q2! et v | $125.065 $203,929 $166,893 | $195,829 | $209,901
Eg QMI;EI\‘I $174,103 $165362 | $177,158 | $216.034 | $152,258
Q4 souasies | $156,642 $83,709 $223,227 | $175,413 | $185,637
| Q1 [lIf TextDirection. $222,247 $174,036 $174,952 | $139,779 | $148,186
EE ;h';_’”t $97,876 $229,292 | $167.120 | $68,512 | $92,396
Q3 2021 | $230,743 $191,430 $176,708 $96,240 | $110,586 | $131,170
Q42021 | $194,789 $136,963 $204,989 $118,295 | $79.586 | $170,378
Type “Time Period” in this new cell:
=
rerod | SUMmMary by Region
N. America | S. America Caribbean | Europe Asla Australia/NZ
Q12020 | $139,158 $151,642 $196,386 | $191,292 | $157.967 | $100,852
Q22020 | $128,058 $125,065 $2023,929 | $164,893 | $195,829 | $209,901
Q32020 | $246,707 $174,103 $165,362 | $177.158 | $216,034 | $152,258
Q42020 | $247,578 $156,642 $83,709 $223,227 | $175,413 | $185,637
Q12021 | $170,773 $222,247 $174,036 | $174,952 | $139,779 | $146,186
Q22021 | $114,752 $97,876 $229.292 | $167.120 | $68,512 | $92,396
Q32021 | $230,743 $191,430 $176,708 | $96,240 | $110,586 | $131,170
Q42021 | $194,789 $136,963 $204,989 | $118,295 | $79.586 | $170,378

Right-click the selection and
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11. With your cursor still in that cell, click the Table Tools — Layout tab.:

K

ie (1 - & A e B AgBbCc| AgBbCc AGBD! A

T Harmal | TNoSpar.. Heading] Heading2

Faste camn,x Re¥-A-
e pime | 8 1Y a-¥-a- 8

Sunshine Travel
Annual Revenue Report

Time:

pedod] Summary by Region

N. America | 5. America | Carlbbean | Eurcpe | Asia Australla/Nz_|
@1 2020 | $139,158 $151,642 $196,386 | 191,292 | $157,967 | $100.852

Q2 2020 | $128,058 $125,065 $203.529 | $146,893 | §195.629 | $209.901
Q32020 | $246,707 §174,103 $165362 | §177,156 | §216,034 | $152.258
Q42020 | $247.578 $156,642 $83,709 | $223,227 | §175.413 | $185.637
Q12021 | $170,773 $222,247 $174036 | $174,552 | $139,779 | $168,186

Q22021 | $114.752 597,874 $229.292 | $147.120 | $68,512 | §92.396
Q32021 | $230,743 $191,430 $176,708 | §94,240 | §110,586 [ $131,170
Q42021 | $194,76% $136,963 $204.989 | $118,295 | §79.566 | $170.378
Page ot swens (3 n Wl 5 - v s

12. Click the Text Direction command twice so that the text looks like the image shown
below:

m ok

Cal  Som  Repew  Convem Formuls
wrgrs Headiar Tt

E +
Selet View Propemes Draw Emser Dekte naen e iwser Inzen Sple Spit Autofit =y
- Gidines Table fbove Below Lefi Right Cols Table -

e ]

bt Cobamns [

Sunshine Travel
Annual Revenue Report

3 Summary by Region

Ed N.Amerca |5 Amerdca | Carbbean | Europe | Asia Ausralia/Ng |
Q12020 | §13%,158 $151,642 $196,386 | $191,292 | §157.967 | 3100,852
Q22020 | $128,058 $125,065 $203525 | $166,893 | $195,829 | §209,901
Q32020 | $246,707 $174103 $165362 | $177,158 | $216,034 | $152.258

Q4 2020 | §247,578 $156,642 $83,709 $223,227 | $175,413 | $185,637
Q12021 | $170.773 $222,247 $174.036 | $174.952 | $139.779 | 168,186
Q22021 | $114.752 $97.876 $229.292 | $167,120 | $48.512 | $92.396
Q32021 | §230,743 $191,430 $176708 | $98240 | 110,586 [ $131,170
Q42021 | §194,769 $136,963 $204589 | $118,295 | §79.586 | 3170,378

Prge 1ot siweds [ v (Wl % - i

13. Click the Align Center command in the Alignment group of the Table Tools — Layout tab:

H -0 7 Activity 1-2 - Word

File Home  Inset  Design  layout  References  Mailings  Review

5 ry .
% E = =<l 0 i & 3 % % 3 Height 032" % HF Distribute Rows ) [0 [ gm @
X [ Lo, [
Select View Properties Draw Fraser Delete Insert Insert Insert Inset Meige Splt Splt  Autofit Swigew 076  -| [ Distibute Columns v Tet  Cel
- Gridlines Table ~  Above Below left Right | Cells Cels Table | - - UL pirection Margins
Table Draw Rows & Columns & Merge cellsize & Alignment

14. Save your document as Activity 1-2 Complete. Close Microsoft Word 2016 to complete
this activity.
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TOPIC C: Perform Calculations in
a Table

Another handy feature of tables in Microsoft Word is support for basic mathematical operations.
While the list of supported formulas and functions is not as comprehensive as Microsoft Excel, you
will be able to perform simple calculations. Microsoft Word also enables you to insert professional,
non-functional equation diagrams.

Topic Objectives

In this topic, you will learn:
= About formulas and functions in Microsoft Word
= How to insert equations into a document

FORMULAS IN WORD

Defining Formulas

A formula is a mathematical expression used to calculate data. In Microsoft Word, formula results
are stored as fields, enabling easy re-calculation and updating.

Microsoft Word'’s formulas take the following format:

=FUNCTION(ARGUMENTS)|

For example, if you wanted to total Week 1 in this table:

+
Region Week 1 Week 2 Week 3
East 578,664 563,819 565,235
North $62,356 $70,176  $68,871
South $67,504 $62,945 572,894
West $66,195 $71,953 567,482
TOTALS |
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You would use this formula:

I=SUM(ABOVE)|

Or, you can express the argument with the reference style used in Excel:
=SUM(B2:B5)
Entering Formulas

To perform a calculation in a table, place your cursor in the cell that you want the result to appear.
Then, click Table Tools — Layout - Formula:

Sales Report - Word

References  Maiings  Review  View

THeghe

Sl Split | AutoFt  Syrdwe 72
s Table -

Sales Report

Region  Weekl Week2  Week3
East $78,664 $63,819  $65,235
North $62,356 $70,176 568,871
South $67,504 $62,945  $72,894
West $66,195 $71,953 567,482
TOTALS |

Word will automatically choose the formula that it thinks is best. You can also enter a different
formula, set the number format, or view a list of available functions:

Formula ? X

Formula:
=SUM[ABOVE]

Humber format:

Paste function: Paste bookmark:

Once you click OK, the result will be inserted into the cell.

Updating Formula Results

If your data changes at any time, click in the cell and press F9 on your keyboard to refresh the data.
To lock the result to prevent updating, select the data and press Ctrl + F11. You can unlock the
formula at any time by selecting it again and pressing Ctrl + Shift + F11.

Customizing the Number Format
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If desired, you can specify a particular number format for the results when creating a formula. This
is the preferred method as any customizations you make after inserting the formula may be
overwritten if the results are later updated. As well, note that Word may apply its own format if it
detects that the values to be calculated are all formatted in a similar way.

To customize the number format, click the appropriate menu in the Formula dialog and choose the
desired option:

Formula ? >

Formula:
=5UM[ABOVE]

MNumber format:

£.£20,00

§%,##0,00,(5%,#%0,00)

0

0%

0.00 v

You can then make further customizations to the data in the “Number format” field (such as
removing or adding decimal values) and they will be applied to the formula results.

FUNCTIONS IN WORD

A function is the action specified in a formula that determines what mathematical operation will

be performed on the target data. You can view the available functions in the Formula dialog box by
clicking the “Paste function:”

Formula ? *

Formula:
=5UM[AEOVE]

MNumber format:

Paste function: Paste bookmark

E
ABS

AMD | oK | Cancel
AVERAGE

| COUNT

DEFIMED

FALSE

IF

INT i

18 of 385



Microsoft Office Word 2016 — Part 2

To insert a function into the Formula text box, click on one of the options listed. Alternatively, you
can also type the formula in manually if desired.

Arguments

As we saw earlier, there are several different ways that you can enter the cells to be calculated

(called arguments).

Let’s look at our sample table again:

+

Region Week 1 Week 2 Week 3
East $78,664 $63,819 565,235
North $62,356 $70,176  $68,871
South $67,504 $62,945 572,894
West $66,195 $71,953 567,482
TOTALS |

Now, let’s look at what the arguments would be for the numeric values in the Week 1 column.

Argument Type

Bookmarks

Column-Row

Numerical

Positional

Description

If a cell range is
bookmarked, use
the name as the
argument.

Enter the column
letter followed by
the row number.

Enter the values to
calculate.

Choose values to
calculate relative to
the selected cell.

Example

SUM(Week1)

SUM(B2:B5)

SUM(78664,62356,67504,66195)

SUM(ABOVE)
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EQUATIONS

Microsoft Word also allows you to insert equations into your documents. These diagrams allow
you to demonstrate complex calculations, but do not provide mathematical functionality.

To add an equation to your document, click Insert - Equation and choose the equation that you
want to use:

Note the scroll bars to see more equations, and the option to see more equations on Office.com.
You can also create your own custom egation.

Once you choose an equation, you will see it in your document. The Equation Tools — Design tab
will also become available:

E X nm (&

ey 3 e*ix I %
Fation Scrpt Rl itegs_Luge
R

bosma @ hmo A ]
T

To change the alignment or appearance (professional vs. linear) of the equation, click the arrow on
the right-hand side of its container. You can also use the commands in the Tools group on the

Equation Tools — Design tab:

20 of 385



Microsoft Office Word 2016 — Part 2

Activity 1-3

Performing Calculations in a Table

In this activity, you will create formulas to calculate average and total sales in our sample travel

report.

1. Open Microsoft Word 2016 and open Activi

—~ Activity 1-3

—| 15.6KB

m% Microsoft Word Document

ty 1-3:

2.  Our first task is to calculate the average sales for each region. Click in the first cell next to

Average Sales to place your cursor there. Click Table Tools — Layout - Formula:

Sunshine Travel
Annual Revenue

Report

Summary by Region

N. America | S. Amerdca | Carbbean | Furope | Asla AvstraliafMI
Q12020 | $139,158 §151,642 $196,386 | $191,292 | $157.967 | $100,852 |
Q22020 | $128,058 $125,065 $203,929 $166,893 | $195,829 | $209.901
QI 020 | $246,707 $174,103 $165,362 $177,158 | §216,034 | $152.258
Q42020 | §247.578 $154,642 $83.709 $223.227 | $175.413 | $185,637
Q2021 $170.773 $222,247 $174,036 $174,952 | $139.779 | $148.184
Q2 2021 $114,752 $97.876 $22%,292 $147.120 | 368,512 | §92.394
Q3 2021 $230,743 $191,430 $176,708 $96,240 | $110,586 | $131,170
Q42021 | $194.789 $138,963 $20458% | $118,295 | §79.586 | $170,378
s
GRAND |
TOTAL

3. The Formula dialog will open. In the Formula text box, type, “=AVERAGE(ABOVE)”:

Formula

Formula:
=AVERAGE[ABOVE)

HNumber format:

Paste function:

Paste bookmark:

Pt

Cancel

21 of 385



Microsoft Office Word 2016 — Part 2

4,

5.

6.

Click the “Number format” menu and choose the third format in the list:

Formula ? >

Formula:
=AVERAGE[ABOVE]

HNumber format:

|

##40 A

# #20,00
L& £#£0,00: (3% £#£0.00 k.
0

0%

0.00 N

Remove the period and two zeros from both sections of the format mask so that it looks
like the example shown below:

Click OK:

Formula ? >

Formula:
=AVERAGE[ABOVE]
MNumber format:
5 #2055, 220§ w

Paste function: Paste bookmark:

Formula ? >

Formula:
=AVERAGE[AEOVE)
HNumber format:
S #£0:(5# 220§ v

Paste function: Paste bookmark:

Cancel
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7.

8.

You will see the average for North American sales in the designated cell:

[+
Summary by Region
N. America | S. Ametica | Caribbean | Europe | Asia Australia/NZ
Q12020 $139,158 $151,642 $194,384 $191,292 | $157,947 | $100,852
Q2 2020 $128,058 $125,085 $203,929 $166,893 | $195,829 | $209,901
Q32020 $244,707 $174,103 $145,362 $177,158 | $214,034 | $152,258
Q4 2020 $247,578 $1564,642 $83,709 $223,227 | $175,413 | $185,637
Q12021 $170,773 $222,247 $174,034 $174,952 | $139,779 | $168,186
Q22021 $114,752 397,876 $229,292 $147,120 | $68,512 392,396
Q32021 $230,743 $191,430 $174,708 94,240 $110,586 | $131,170
Q4 2021 $194,789 $136,963 204,989 $118,295 | $79.,586 $170,378
AVERAGE | $1 84,070|
SALES
GRAND
TOTAL

Press the right arrow key on your keyboard to move to the next cell in the table. Click the
Repeat arrow on the Quick Access toolbar to apply this formula to this cell:

Sunshine Travel
Annual Revenue Report

Summary by Region

N. Amerca |S. Amerca Carbbean | Europe Asla AustrallafNT
Q12020 | $13915 | $151,642 $196,386 | $191,292 | $157,967 | $100.852 |
Q22020 |§128058 | $125,085 $203929 | $166,893 | $195.829 | $209.901
Q32020 | §246,707 $174,103 $165362 | $177.158 | $216,034 | $152.258
Q42020 | §247.578 $154,642 $83.70% $223.227 | §175.413 | $185.637
Q12021 |§170773 | $222.247 §174,036 | $174,.952 | $139.779 | §168,186
Q22021 | §114752 | $97.876 §229.292 | $167,120 | $68,512 | $92.394
Q32021 | 3230743 | $191,430 $176706 [ $96.240 | 110,586 | $131,170
Q4 2021 .3?194‘/!‘9 $134,9463 $204,98% $118.295 | $79.584 $170,378
AVERAGE | $184,070
SALES

TOTAL

GRAND
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9.

10.

You will see the results of the formula in the designated cell. Repeat Step 8 to apply the
formula to the remaining cells in the Average Sales row:

£a
Summary by Region
N. America | S. Ametica | Caribbean | Europe | Asia Australia/NZ
Q12020 $13%,158 $151,642 $196,386 $191,292 | $157,967 | $100,852
Q2 2020 $128,058 $125,065 $203,929 $166,893 | $195,829 | $209,901
Q3 2020 $246,707 $174,103 $165,362 $177,158 | $216,034 | $152,258
Q4 2020 $247,578 $154,642 183,709 $223,227 | $175,413 | $185,637
Q1 2021 $170,773 $222,247 $174,036 $174,952 | $139,772 | $168,186
Q2 2021 $114,752 $97.876 $229,292 $167,120 | $68,512 | $92,396
Q3 2021 $230,743 $191,430 $176,708 $96,240 | $110,584 | $131,170
Q4 2021 $194,789 $136,963 $204,989 $118,295 | $79,584 | $170,378
AVERAGE | $184,070 $156,996 $179,301 $164,397 | $142,963 | $151 ,347\
SALES
GRAND
TOTAL

Now let’s total up all the sales. Click to place your cursor in the blank row next to “Grand
Total.” Click Table Tools — Layout - Formula:

Sunshine Travel
Annual Revenue Report

Summary by Region

N. America | S. Amerdca | Carbbean | Furope | Asla AvstraliafMI
Q12020 | $139,158 §151,642 $196,386 | $191,292 | $157.967 | $100, |
Q22020 | $128,058 $125,065 $203,929 $166,893 | §195,829 | $209.90
QI 020 | $246,707 $174,103 $165,362 $177,158 | §216,034 | $152.258
Q42020 | §247.578 $154,642 $83.709 $223.227 | $175.413 | $185,637
Q2021 $170.773 $222,247 $174,034 $174,952 | $139.779 | $148.184
Q2 2021 $114,752 $97.876 $22%,292 $147.120 | 368,512 | §92.394
Q3 2021 $230,743 $191,430 $176,708 $96,240 | $110,586 | $131,170
Q42021 | $194.789 $138,963 $20458% | $118,295 | §79.586 | $170,378
AVERAGE | §184,070 $156,996 $179.301 $164,397 | $142,963 | $151,347
SALES

GRAND
TOTAL
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11.

We want to sum up all the values in the table except for the Average Sales row that we
just created, so replace the “ABOVE” reference text with “B3:G10”:

Formula

Formula:
=SUM(B3:510)
HNumber format:

Paste function:

4 bt

Paste bookmark:

12. Choose the same number format that we used previously, removing the decimal point

and the trailing zeroes:

Formula

Formula:
=5UM[B3:G10)
Iﬂumberfnrmat:
Isé;f;.:é;l:l;[sé.:ré.:axlj]|

Paste function:

Paste bookmark:

13. Click OK:

Formula

Formula:
=5UM[E3:G10)
HNumber format:
g& 28 (52 220

Paste function:

Paste bookmark:

A
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14.

15.

The grand total will now be displayed:

Summary by Region

N. America | S. America | Caribbean | Europe Asia Australia/NZ

Q12020 | $139,158 $151,642 $196,386 | $191,292 | $157,967 | $100,852
Q22020 | $128,058 $125,065 $203,929 | $166,893 | $195,829 | $209,901
Q32020 | $2464,707 $174,103 $165362 | $177,158 | $216,034 | $152,258
Q42020 | $247,578 $156,642 $83,709 $223,227 | $175,413 | $185,637
Q12021 | $170,773 $222,247 $174,036 | $174,952 | $139,779 | $168,186
Q22021 | $114,752 $97.876 $229,292 | §$167,120 | $68,512 | $92,396
Q32021 | $230,743 $191,430 $176,708 | $96,240 | $110,586 | $131,170
Q42021 | $194,789 $136,963 $204,989 | $118,295 | $79.586 | $170,378
AVERAGE | $184,070 $156,996 $179,301 $164,397 | $142,963 | $151,347
SALES

GRAND $7.,832,598

TOTAL

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

this activity.
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TOPIC D: Create a Chart

Tables are a great way to summarize data, but sometimes a picture is worth a thousand words.
Luckily, Microsoft Word integrates with Microsoft Excel so that you can easily turn table data into
a chart.

Topic Objectives
In this topic, you will learn:
= Whatachartis
*  What components make up a chart
= About the chart types available in Microsoft Word
» How to create a basic chart
» About the commands on the Chart Tools contextual tab set
= About the Quick Analysis buttons available for charts
= How to change the chart type
* How to edit chart data
= How to save a chart as a template for future use
= How to add a caption to a chart

CHARTS

A chart is a graphical representation of data and relationships in a dataset. Charts are commonly
used in situations where readers need to be able to quickly interpret data and view key points.

CHART COMPONENTS

There are many different types of charts available in Microsoft Word, but most of them share the
same components. Let’s look at a few of the most common elements that you will see.

Sales Report °

HWeek1
uWeek 2
mweek3

East North South West

$50,000
580,000
$70,000
560,000
$50,000
$40,000
$30,000
S200000

5104000
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At the top of the chart, you will usually see a title (1). As well, a legend (2) is often shown with the
chart to help readers identify what the various data points (3) represent. Most charts represent
these points using X and Y axes (4). The overall working area of the chart is called the plot area (5).

TYPES OF CHARTS

There are 13 main categories of charts that you can create with Microsoft Word. (These categories
are the same as those available in Excel.) They are:

=  Column

= Line

= Pie

= Bar

= Area

= XY (Scatter)
= Stock

= Surface

= Radar

= Treemap

= Sunburst
= Histogram
=  Box & Whisker

As well, Microsoft Word features a few built-in combinations of the above chart types and the
ability to create custom combinations.

Note that not all chart types will do justice to your data. In fact, some chart types just won’t make

sense at all! You may need to experiment with different chart formats in order to find one that
makes sense.

CREATING A CHART

Now that we fully understand what charts are, let’s create one. To start, determine where your
data is going to come from. If it is already in your document (or in another location), copy it. If you
still have to enter the data, that’s OK — we can do it after creating the chart.
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Next, click to place your cursor where you want the chart to go and click Insert - Chart:

=

File Home Design Layout References Mailings

B = B 0lkd @ Bl a

Cover Blank Page Table  Pictures Online Shapes SmartArt Chart Screenshot
Page~ Page Break = Pictures - [} =

Pages Tables Nustrations

The Insert Chart dialog box will open. Click a chart type from the left-hand side:

Insert Chart ? x

All Charts

« o (180 (BA 5 63 08 40

Column

Line Clustered Column
Pie Char Tis

Bar

Area EE
X ¥ (Scatter) ; II II III I

Stock | 1F T o e
Surface -
Radar

Treemap

Sunburst

Histogram

Box & Whisker

Waterfall

FEEEFOEXBEE SN E

Combo

Cancel
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Then, you will see specific chart styles at the top of the dialog, with a preview of the selected style
shown in the middle of the dialog. Click an option to select it:

Insert Chart ? *

All Charts

¥ Recent - =
Templates 1 ]

Column

3-D Clustered Bar

Line
Pie Char Tisa

Bar | e
poemm ) [ —-

K Y (Scatter)
Stock

Surface

Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

FOOAXBEESMe > E

FEE

Combo

[ ok ]| cance |

When you're ready, click OK to create the chart. You will now see a Microsoft Excel window on top
of the Word window:

) =
Chart Title
+
7
sy :
=
e =
e L
o es 1 a5 2 2 3 s 4 as
mSeries mSeries2 mSeries1
il eriesT Jseries2 _seriess
2 ooyt 0 E
sloategoy2| 25 aa B
Category 3 33 18 3
w 0 %
_ 5 Category4 45 28 5} ¥ E = 1 + 12
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Now, you can paste the data into the Excel sheet or enter it by hand:

Chart in Microsoft Word

A | B | c D E | F | G 1 | |
1 |Region Weekl Week2  Week3
2 |East 373,664 563,819 965,235
3 |North $62,356  $70,176  $68,871
4 |South 367,504 562,945 572,834
5 |West 566,195 $71,353 567,482
6 | | |
7
[«] [v]

You can make the source data larger or smaller by clicking and dragging the blue triangle at the

bottom of the chart data:

Chart in Microsoft Word

1 [Region lWeekl Week2  Week3
2 |East 478,664 563,819 565,235
3 |North $62,356  $70,176  $68,871
4 |South $67,504 562,945  $72,8%4
5 |West $66,195  $71,953  $67487F7)
]
1
[«] [v]

Once you have finished editing the data, close the Excel window. Your chart will now appear in

Word:

Calibei (Bodly) -

BIuemx e B-¥-A-

1 ormal ThoSpsc.. Hesding] Hesding?  Tale Subtile  SubtieEm.. Emphass

Crbomd 3 Fart 3 Paragraph a styies

Sales Report

2

Chart Title

v [+

4

T | aadbcend| assbecne AZBbCC Askbcc AQD aasbece acsbcen Aasbecd Aa
s

ASBBCCDE e
. stong |z

® B -

Iy Select~

5l Edting

+
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THE CHART TOOLS TABS

Let’s take a quick look at the Chart Tools contextual tabs.

Chart Tools — Design Tab
The first tab that appears when working with charts is Design:

Sales Report - Word

Layout  References  Mailings ou want to do..
NEIR= - & B
o 0 |- - — N )

i me ot = = = z 1]
Add Chart Quick | Change | —====— | = B 5 7 ——— Select  Edit Change
Element * Layout~  Colors ~ Data Data~ Chart Type

Chart Layouts Chart Styles Data Type

The groups are:
= Chart Layouts group: Change the way the chart is organized and choose what elements are
displayed.
= Chart Styles group: Change the appearance of the chart.
= Data group: Select, edit, or refresh data, or change how data is displayed.
= Type group: Change the chart type.

Chart Tools — Format Tab
Next we have the Format tab:

The groups are:

= Current Selection group: Choose what part of the chart to format, open the Format dialog
for that component, or reset the component.

= |Insert Shapes group: Add shapes or a text box to your chart.

= Shape Styles group: Choose a style for the selected component, or manually format its fill,
outline, and effects.

=  WordArt Styles group: Choose a style for the selected text, or manually format its fill,
outline, and effects.

= Arrange group: Send the current component forward or backward in the stack; align,
rotate, or group the component; or view the Selection Pane.

= Size group: Set the size of the current component.

CHART QUICK ANALYSIS BUTTONS

In addition to the contextual tabs, you can use the Quick Analysis buttons to customize your chart.
These buttons will appear to the right of a chart when it is selected
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[ B, Copy 219 sagbcene| aadbecdc AaBbCe o AQB nsebcec aonceor Ausboedn annceo AsBBCEDE
Pate e BT Wmxx Q%A ot | Tho Spsc. Hesdi g2 T Sl Sublefm. Ermphus ImemeE.  Smng |-
gbems Fort 5 Pengeapn . s
Chart Title
50 $10000 $0@0 $0M0 $0000 SO0 H0W0  $WE0  $00
mweek3 mweek2 mweekl
T T [ LN

P Fd -
% Replace
1y Select-

5l Eaing

From top to bottom, these buttons will open a mini task pane for Layout Options, Chart Elements,

Chart Styles, and Chart Filters:

was
W FomaSelection 1€
otz Mchse (AL L

Current Selection Insert Shapes Shape Styles [ Wrdhrt Styles

50 510,000 520,000 530,00 $40,000 $50,000  S60,000  $70,000 580,000

miWeek3 WWeek2 mweekl
o o
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CHANGING THE CHART TYPE

To change the chart type (say, from a bar chart to a line chart), click the chart to select it. Then,

click Chart Tools — Design - Change Chart Type:

[
M
g
il
0

Sales Report

Chart Title

(You can also find this command on the right-click menu.)

The Change Chart Type dialog box will open. It works in the same way as the Insert Chart dialog

box that we discussed earlier. Simply choose the new type of chart and click OK:

Change Chart Type

All Charts

wee | P RS K

Column
Line Line with Markers

Pie Chan Tt

far - e
Area s

XY (Scatter) :.=
Stock " . — = .
Surface i

Radar

Treemap

Sunburst

Histogram

Box & Whisker

Waterfall

Combo

FPEEFGOHEAXBERSEMeRE

Cancel
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All chart formatting options and data will be shown in the new chart:

o! o o)
Chart Title

$50,000
$80,000
7000 ><_‘_'==____,_;E£
$60,000
$50,000
J 440,000 Q
$30,000
$20,000
$10,000

50
East North South West

e ek 1 esle=Neek 2 el \Veek 3

o O O

EDITING CHART DATA

If you need to make changes to the chart’s data, click the Edit Data command on the Chart Tools —
Design tab, or right-click the chart and click Edit Data:

¢
Chat Layeuts ChartStyles Data

Sales Report i & Z i

Chart Title
By e
590,000
$80,000
7,000
$60,000
$50,000

@ sa0,000

$30,000
20,000
10,000
S0

East North South

—a—wieekl —e—week? —e—wWeek3d

[ o o)
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This will re-open the miniature Excel window so that you can edit your data:

A
Chart Title
$90,000 +
$80,000 F
$70,000 \_____n. — b
1 |Region  [Week1 JWeek? week3
2 [East $7m66Y 6351 Se5ai
3 |North 362356 SMI76  Se8ETL
Pgelorz Zewes (2 4 [south %7504 S5 STLE4 wE s - e
5 west 66135  §71953  SeTasy

As you make your changes, Word will update the chart. Just close the Excel window when you're
done.

SAVING A CHART AS A TEMPLATE

If you have customized a chart and would like to save it for re-use, right-click the chart and click
“Save as Template:”

* | O Shape Sffects -

Sales Report

Chart Title

+

v
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In the Save Chart Template dialog box, enter the desired file name and click Save:

El Save Chart Template
4 | <« Users » AcmeWidgets » AppData > Roaming » Microsoft > Templates > Charts v @ | Search Charts

Organize +  New folder

v % Quick access Name Date moedified Type Size

I Desktop
b Downloads

%] Documents

No items match your sesrch.

PR

] Pictures

D Music
B videos

[ Microsoft Word

¢@ OneDrive

= This PC
¥ Metwork

s Homegroup

File name: | Sales Chart

Save as type: | Chart Template Files

=~ Hide Folders Tools

Cancel

We highly recommend leaving the location set to the default chosen by Word. This way, your new
template will be accessible from the Templates category in the Insert Chart and Change Chart Type

dialog boxes:

Insert Chart 7

All Charts

™ Recent My Templates

Chan T
Column

Line

Pie
Bar
Area S
XY (Scatter)

Stock

Surface

Radar

Treemap

Sunburst

Histegram

Box 8 Whisker

Waterfall

EEEFOEXBEESEMeRE

Combo

Manage Templates...

Cancel

37 of 385



Microsoft Office Word 2016 — Part 2

THE CAPTION DIALOG BOX

To add a caption to a chart, start by selecting it. Then, click References - Insert Caption:

Inert Caption

Sales Repu‘r'LM

$90,000

580,000
$70,000 \ ——
— e —————

$60,000

w [l m -

The Caption dialog will open. Here, you can type your caption and set related options. Click OK

when you are finished:

Caption ? *
Caption:
Figure 1:\lune Sales|
Options
Label: Figure e
Position: | Below selected item A
|:| Exclude label from caption
Mew Label... Delete [Ghe Mumbering...
AutoCaption... Cancel
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The caption will then appear with the chart:

Sal

580,001

es Report

0

Note that captions can be edited like any other text.

AcTiviTy 1-4

Creating a Chart

In this activity, we will complete our sales report by adding a chart to it.

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

2. To begin, select all
Copy:

— Actl‘.flt_‘,.f 1 '4
EE Microsoft Word Document
—| 13.9KE

rows in the table except the first. Right-click the selection and click

mamms lavsy Damia
Sum vebr Pacion

Region N. America | S. America B8 I =% - A - & - - lnsert Delete Australia/NZ
Q12020 |$139,158 $151,642 %‘ rasaos I'$191,292 | $157,967 | $100,852
Q22020 |3$128,058 $125,065 5 Copy $166,893 | $195,829 | $209,901
Q32020 | $246,707 $174,103  ® fosteOptio £177,158 | $216,034 | $152,258
Q42020 | $247,578 $156,642 ‘Em , $223,227 | $175,413 | $185,637
Q12021 |$170,773 $222,247 Delete Celle. $174,952 | $139,779 | $168,186
Q22021 | $114,752 $97,876 | B Merge Celi $167,120 | $68,512 | $92,396
Q32021 | 230743 | 9191430 fm'DSbt' " §96,240 | $110,586 | $131,170
Q42021 | $194,789 $136,963 0 rebleropene.  $118,295 | $79.586 | $170,378
AVERAGE | 5184070 | 5156996 ﬂ‘ New Comment | $164,397 | $142,963 | 151,347
SALES
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3.  Click to place your cursor at the bottom of the document. Click Insert - Chart:

Design Layout References Mailings Review View

B 0 dhd @ Dl o @

Cover Blank Page Table  Pictures Flnline Shapes SmartArt | Chart Screenshot .‘MyAdd—ins .
Page~ Page Break - Pictures - % -
Pages Tables lllustrations Add-ins

4.  Click the XY (Scatter) category on the left-hand side. Click the second type and click OK:

Insert Chart ? X

All Charts

K™ Recent

Templates

Celumn
Line Scatter with Smooth Lines and Markers
Pie Chort Titia

Bar N
XY (Scatter) ' L S
Stock : . . - . v s
Surface

Radar

Treemap

Sunburst

Histogram

Box & Whisker

Waterfall

Combo

FPEEFOAXBERESMeRE
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5. A small Microsoft Excel window will open. Right-click in cell A1 and click Paste (Match
Destination Formatting):

6. Close the Excel window:

Q22021 | 3114752

b Acsbc ACIE s

$167.120 | 346,512

97876 | smnane 592,39
Q32021 |§230.743 | 4191430 | 176,708 | §96290 | $110,586| 3131170
Q42021 | 3174789 | 3136963 | 5204989 | 5118295 | 79,586 | 517078
AVERAGE | 184070 | 3156594 | 5179301 | §164397 | $142943 | §151,347
SALES
Y-Values
N

Chart in Microsoft Word

A B € | D E F | €] H Close
1 |Region M. America S. Americi Caribbear Europe  Asia Australia/NZ
2 |a12020 $139,158 $151,642 $196,386 $191,292 $157,967 $100,852
3 |Q22020 $128,058 $125,065 $203,929 $166,893 $195,829 5209,901 | I
4 /032020 4246,707 $174,103 $165,362 $177,158 5216,034 $152,258
5 |Q42020 $247,578 $156,642 583,709 $223,227 $175,413 $185,637
6 Q12021 $170,773 $222,247 5174,036 5$174,952 $139,779 $5168,186
7 | 0322021 S114.752 | S97.876 5229.792 S1A7.120  SAR.512 . 592.396 s
[] 3

7. You will see your chart in the Microsoft Word window. However, you can also see that

this particular chart type is not very useful for displaying our data. Let’s try changing the
chart type. Click the chart to select it and display the Chart Tools tabs:

AQL -

Bru i-7-a- 5
QAN YT [ SIB88AL | WA | SEESEL | 3125415 31868
Q12021 |$170.773 | $222.247 | $174.036 | §174,952 | $133.775 | $168,186
Q22021 | §114,752 §57,878 $229.292 | $167,120 | $68,512 | §92.396
Q32021 | 3230743 | §191.430 | 176,708 | $96.240 | $110.58¢ | $131,170
Q42021 | §194.787 | §136.963 | $204.987 | $118,295 | $79.986 | $170.378
AVERAGE | $1B4.070 | §156.996 | $179.301 | §164,397 | $142.943 | $151.347]
SALES
s250

%

S0

AoBbCE |
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8.

9.

Click Chart Tools — Design - Change Chart Type:

eI | |

IS Row/ Select Edit Refresh || Change
Element » Layout = Colors > Column  Data Data~ Dats | (ChartType
Chart Layouts Chart Styles Data Tipe

The Change Chart type dialog box will open. Click the Column category. The first type

should be selected automatically. Click OK:

Change Chart Type 2 «
All Charts l
™ Recent

- |00 B8R (B8 o 68 99 39
Column
Line I Clustered Column

“Hiii

Pie

Bar wean
nman

Area .
KV (Scatter) s
®

Stock

Surface

Radar
Treemap
Sunburst
Histogram
Box 8 Whisker
Waterfall

FEEEFOEXRBEREREMeE

Combo

oK L\\U Cancel

10. The new chart type will be applied:

7 $300.000 ° 7
$250,000
$200,000
$150,000
$100,000

$50,000
$0
P P P + P P
Gl\rp é"rﬁ) o“’r@ thsb e\rp G"’@ et
o o o
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11. Now let’s add a title. Click Chart Tools — Design - Add Chart Element - Chart Title >
Above Chart:

H ©- s Activity 1-4 - Word

File Home Insert Design Layout References Mailings Review

e [ =
(e} = ™ =
b 3 s il z
Add Chart Quick  Change | ~rr-rrrss oronroos :
Element = Layout~ Colors~
ih Axes » Chart Styles
Idh  Axis Titles 3
dh  Chart Title [ =
MNone
il DataLabels 3 l[llﬁ(
—
[l Data Table » Al Chart
iy Error Bars 3 [Eﬂﬂl
=
il Gridlines » |£|]‘h Centered Overlay
EhEI Legend 3
|z More Title Options...
| Trendline 3
]

12. Double-click in the Chart Title text box that appears. Type, “Sales Chart” in place of the

existing text:

o

Qe e 0

Sales Chc:rﬂ

S 6

s F F P P P

ey e @ a feN a &

$300.000
$250,000
$200,000
$150,000
$100,000

$50,000

$0
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13.

14.

Finally, let’s filter out some of the chart data. Click the Chart Filters Quick Analysis button

next to the chart:

H9 faohnce| asBbce AcBbi acsbc AQIE BbCe AaBbCe
+ L anomst [ 1hospec.. restion 1 Hesimgz  Tae -
Q32021 | 3230743 | $191.430 | §176708 | $94.240 | $110,586 | $131,170
Q42021 |$194789 | 3136963 | 3204989 | $118.295 | $79.586 | $170378
AVERAGE | $184070 | $156996 | $179,301 | $144,397 | $142,963 | §151,347
SALES

Sales Chart

- hepi

} Setect

(If you do not see this button, click off of the chart and re-select it.)

In the task pane that opens, uncheck the “Select All” box:

Mames

Y Values

4 Series

o (Select All}

[+]

B M. America

[ 1
N |
v I
N |

5. America
Caribbean
Europe

Asia

Australia/MNE

4 Categories

(Select All)

Q1 2020
Q2 2020

03 2020

o mem

IJHH!H

Apply Select Data...
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15.

16.

17.

Check the boxes for North and South America only. Click Apply:

Y

Values

(m]

4 Series

(Select All)

Mames

[«

[&]

M. America

5. America

O 0O 0O

O

[ |

a1

Caribbean

Europe

Asia

Australia/MNE

4 Categories

(Select All)

2020

Q2 2020

a3

F'«pplzrh

2020

Select Data...

Now, only those values will be shown in the chart:

Q32021 | $230,743

$191,430

3176708 | $96,240 | $110.586 | $131,170
Q42021 | 3194783 | $136943 | $204989 | $118,295 | $79.584 | $170.378
AVERAGE | $184070 | $156996 | $179.301 | $144,397 | $142.963 | $151,347
SALES
Sales Chart

$300.000 ¢

$250.000

o
$200,000
$150.000 ©
$100.000
350,000 '
%0 o "
o i s‘»“’t R P G A
o

fs

L+
v
[ v e

rrrrr

Save your document as Activity 1-4 Complete. Close Microsoft Word 2016 to complete

this activity.
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Summary

In this lesson, we learned about various ways to manage numerical data in Microsoft Word. We
began by looking at how to sort table data, control cell layout, and perform calculations in a table.
We also learned how to display numerical data as a chart or equation.

REVIEW QUESTIONS

1. What are the two contextual tabs available for modifying charts?

2. What is the command sequence to sort table data?

3. Which tab other than the Table Tools — Layout tab can be used to align table data?
4. What feature do graphical equations not contain?

5. What is the command sequence to edit chart data?
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LESSON 2:
CUSTOMIZING FORMATS USING
STYLES AND THEMES

Lesson Objectives

In this lesson you will learn how to:
= Create and modify text styles

= Create styles for lists

= (Create styles for tables

=  Apply and customize document themes
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TOPIC A: Create and Modify
Text Styles

Styles should be used for most Microsoft Word documents. This powerful tool can help you keep
even the most complex document organized and consistent. It can also make updates simple and
seamless. In this topic, you’ll receive an introduction to using and creating styles.

Topic Objectives
In this topic, you will learn:
= About the types of styles available in Microsoft Word
= How to apply styles to text
= How to modify character spacing and apply kerning
= How to create custom styles with the Create New Style from Formatting dialog box
= How to modify styles
= How to assign keyboard shortcuts to styles

TYPES OF TEXT STYLES

What Is A Style?

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.

Microsoft Word also includes a wide variety of themes, style sets, and text styles to give you a
starting point for your document’s design.
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Style Types
There are five types of styles available in Microsoft Word 2016.

Style Type Description Example Style

Character These styles can be applied to
individual characters. Attributes
can include font face, size, color,
and effects.

Strong a

Paragraph These styles must be applied to
entire paragraphs. Attributes can
include spacing, borders, and
alignment.

Caption T

Linked Paragraph and = Contains both a paragraph style Headi ng 1 .

Character and a character style that are
linked.
Table Contains formatting particular to | Table styles are visible in the Table
tables. Styles group of the Table Tools —
Design tab.
List IC'otntams formatting particular to 1. List Number T
ists.

Heading and Subheading Styles
Styles can also make your document easier to navigate. Headings can be used in tools like the
Navigation Pane and tables of contents:

Jist of Products and Service:

What will we offer?

Market Analysis
Who will we sell to?
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You can also collapse and expand headings right within the document to make it easier to

navigate. Just move your cursor to the left side of text that has a heading style applied and click

the arrow:

Pageof8  BSwords L

jout

N\ ist of Products and Services
¥
What will we offer?

Market Analysis

Who will we sell to?

Organizational Structure

Sales Team

Trade Show
Team

anufacturing
Team

Human
Resources

AaBbCcDe AsBbCeDr AaBbCi |AaB

THormal  MNoSpacing Heading 1 | Headi

HE B -

Body and Heading Styles

The appearance of the styles available in each document are controlled by the document’s theme
and style set, which will be discussed in Topic C. Each theme contains a heading and body font,
which act as the top-level setting for those styles of that type.

+Styles

If you add your own formatting to text, it can be shown in the Styles pane as its own ad-hoc style:

Styles T
Body Text a
Body Text 2 a
Body Text 3 Ia

Body Text First IndI2

Body Text First 1112
Body Text Indent 12
Body Text Indent 212

Body Text Indent 3 a

+| Show Preview
Disable Linked Styles

L]

’g.’f:) ’5} Options...
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To enable this option, click the Manage Styles button in the Styles task pane:

Styles vx
Body Text fa =
Body Text + Bold
Body Text2 Ta
Body Text 3 Ta

Body Text First IndTa
Body Text First 1712

Body Text Indent 12
Body Text Indent 274

Body Text Indent 3 Ta

| Show Preview
Disable Linked 5tyles

Ee | ’i‘f} % Options..,

Manage Styles

The Style Pane Options dialog box will open. Check all three options in the “Select formatting to

show as styles” section and click OK:

Style Pane Options

? x

Select styles to show:
All styles v
Select how list is sorted:

As Recommended ~
Select formatting to show as stvles:
Paragraph level formatting

Fant formatting

Bullet and numbering formatting

Select how built-in style names are shown
Show next heading when previous level is used
|:| Hide built-in name when alternate name exists

@ Only in this document O Mew documents based on this template

Cancel

These options can be disabled at any time.
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APPLYING STYLES

To apply a style, select the text that you want to format and then click the appropriate style from

the Styles gallery on the Home tab:

AaBbCcDe| AsBbCet AaBbCi A

TNormal | MoSpacing  Heading 1

Business Plan

Company Description
Product List

500 gram single-serve product
750 gram family product

BOO gram dessert packages
Mix and Match package

30-day meal packege

Service List
In-home parties
Door-to-door consultants

Executive Summary

Here we will summarize the business plan.

Marketing and Sales Strategy

.\

If you don’t see a style that you like, click the up and down arrows at the right of the gallery to
scroll through the available styles. Alternatively, you may see all styles at once by clicking the

More arrow (') below the arrow buttons:

AaBbCcDc| AaBbCcDc AaBbCi AaBbCc 4aBbCcD /—\a B| AaBbCcC AaBbCeDt

TMermal | MoSpacing Heading1 Heading2 Heading 3 Title

AaBbCcDy AcBbCcDi AaBbCcDd AaBbCcD:¢ AcBbCcD: ABBCCDL ARBBCCDL AaBbCcDd

Emphasis  Intense E... Strong Quote Intense Q... Subtle Ref...

AaBbCcDe
T List Para...

A4 Create a Style

% Clear Formatting

4, Apply Styles...

Subtitle

Intense R...

Subtle Em...

Book Title

As you move your cursor over each style, you will see a preview of it on the page (as long as your

cursor is placed within text). You can click any style to apply it.

You can also use the Styles task pane to apply styles. To start, click the option button in the Styles

group on the Home tab:
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Cg v

£ Find

= Con ooy (1| K 4 Aan #1200 S AN [ ancend asescens AaBbe Aski o ABI assbcer aomceo | 4 oo
Paste 4 R B=== - & . 7 Normal o Spatine leading lesding 2 Headirs e ubtitle  Subtle Em.
2 omatPainter B 1 W o R-- 4 - [ b 22| I | NoSpating Hesding 1 Hesding? Heading3 Tl Subtitle  Subtle F o

Now, 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:

& X ca £ find -
B0 G copy Asbbocx| AsgbCed AaBLCt AoBbCe aspbCeD AQBI asebcer aosboor || g ol
Pt et Painter THormal | NaSpacing Meading1 Mesding? Hesdingd  Tile Subtitie  Subtle Em. B Seect~
Cupoara Stes n tang
Styles X
Company Description ] -
Product List
Detmt P o 2
500 gram single-serve product No Spacing n
Heasng 1 u
750 gram family product :“:"Vj o
teamng 1]
e )
800 gram dessert packages — =
Subtie Emphiasis
Mix and Match package g
[ —
30-day meal package Suong
cuote
Intense Custe
Sutie Rederence "
Service List Inkense Reference  Based o
SookTale Felown
In-home parties Show Prevew
Dicale Linked Siyies
Door-to-daor consultants P
w8 omen
Executive Summary
Here we will summarize the business plan.
Marketing and Sales Strategy
fagedots otmswmes [ - L] % - e e |

There is also a Styles gallery available on the mini toolbar:

P = . B N
E Copy el LW | ssbceoc| assboroe AaBbCi A
Pste . - x x N - in teaching Head

T S FormatPanter B 1 U T 4 H 3 Hexding 1

Cligbosra 3 Font

Business Plan

coibimedy <[ - & o R
Compa e 1 u®-A-i-i=- e
Product List

AsBbcene | AsBbceo: AaBbCc AaBbC

Mo Spacing  Heading |

500 gram single-serve product
AaBI assscer aaspeen

750 gram family product sding3  Tele  Subtite  Subtiefm
800 gram dessert pockoges | 0800 4 AIBBCD AaBbCEDn
e Emphasis fmense€. Smong Quote
Mix and Match package ABBCCOC AABBCCDI AaBbCtN

et Q.. SubtieRel lenseR  Book e
30-day meal package

AaBbCcDe

Lt Pana

Service List

In-home parties
Door-ta-door consultants

Executive Summary

Here we will summarize the business plan

Marketing and Sales Strategy

Pagedofs  Zof2Swords [

AaB! ssebcee acspecn |

5 Edting

® W & - 1

O Find -

the Styles galery, Priorys 12

e Replace
[ Select~

+ um
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CHARACTER SPACING

Another element of text customization is the spacing and kerning of characters. To view these
options, select the text that you want to modify. Then, click the option button in the Font group
of the Home tab or press Ctrl + D:

¥

Insert Design Layout References Mailings

ﬂ ) - — — — —
db Cut Calibri (Body) ~|11 ~| A" A" Aa~ B¢ = -i=-.%Z. =a=
ER Co
Paste = Copy B I U-~-abex, XX A-F-A-=S=== 1=- O
> ¥ Format Painter = B B= = = | S

Clipboard r Faont El}, Paragraph

Either action will open the Font dialog. Click the Advanced tab:

Font ? *
Ad!ancedl/\}
Font: Font style: Size:
+Body Regular 11
~
+Headings Italic 9
Aoency FB Bold 10
Algerian Bold Italic
Arial v 12 hd
Font colon Underline style: Underline color:
Automatic ~ [none) ~ Automatic
Effects
|:| Strikethrough |:| Small caps
|:| Double strikethrough |:| All caps
|:| Superscript Dﬂidden
|:| Subscript
Preview
Product List

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

Set As Default | Text Effects... Cancel
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The options in this tab are divided into three sections. Let’s focus on the first section, which deals
with character spacing and kerning:

Font ? >
Font
Character Spacing
Scale: 100% ~
Spacing: | Mormal ~ | By =
Position: | Mormal ~ Ey: =
Dﬁerning for fonts: % | Points and above

OpenType Features

Ligatures: Maone =
Mumber spacing: |Default =
Mumber forms: Default =
Stylistic sets: Default Ed

|:| Use Contextual Alternates

Preview

Product List

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

Set As Default | Text Effects... Cancel

The first option in this section is Scale. You can use a regular size font, but select a percentage so
the font is scaled up or down.

The next option is Spacing. You can set spacing to Normal, Condensed, or Expanded, and then
choose a point size. You can also modify position options to normal, raised, or lowered, and
specify a point size for this position.

The last check box enables Kerning, which adjusts the spacing between letters so that it looks

consistent. If you enable kerning, you can also specify what sizes you want Word to kern (from a
certain point on).
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CUSTOM STYLES

You can also create your own style with the Styles task pane. To start, click the New Style button

at the bottom of the Styles task pane:

Intense Quote
Subtle Reference

Intense Reference

Styles M
Clear All -
I Normal 1T|
Default Paragraph Font &
Mo Spacing na
Heading 1 na
Heading 2 hiE]
Heading 3 a
Title 1a
Subtitle Ta
Subtle Emphasis a
Emphasis a
Intense Emphasis da
Strong da
Quote a
Ta
a
a
da

Book Title

Show Preview

Disable Linked Styles

3 [

s

Options...

You will then see the Create New Style from Formatting dialog:

Properties
Hame:
Style type:
Style based on:

Formatting

Calibri (Body)

Create New Style from Formatting

Styled
Paragraph

T Normal

Style for following paragraph: | T Stylel

] e 1 ouw

+
-

Automatic

+
+

€=

~

il

Product List

Format =

Style: Show in the Styles gallery
Based on: Mormal

Add to the Styles gallery |:| Automatically update
@ Only in this document O Mew documents based on this template

Cancel

56 of 385



Microsoft Office Word 2016 — Part 2

Note that the settings here will be based on the text around the current location of your cursor.
Simply set your options and click OK to create the style.

THE CREATE NEW STYLE FROM FORMATTING DIALOG BOX

Let’s take a closer look at the Create New Style from Formatting dialog box:

Create Mew Style from Formatting ? >
Properties

Mame: Stylel

Style type: Paragraph

Style based on: 1 Mormal

Style for following paragraph: T stylel
Formatting

Calibri [Body} “I(1T =l B I U Automatic o a

— — — — — = — += = _— =

= = = = =5 = = L= = = =

Style: Show in the Styles gallery
Eased on: Mormal

Add to the Styles gallery |:| Automatically update

@ Only in this document O MNew documents based on this templatee
Format = e

At the top of the dialog (1), you can enter a name and choose a type for the style (character,
paragraph, linked, etc.). You can also choose the style that it is based on and the style for the
following paragraph.

Cancel

In the next section of the dialog, you can customize font formatting (2) and set paragraph
options (3). For more advanced options, click the Format button (4) and choose a category to
modify. The appropriate dialog will then open with more settings that you can customize.
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All of your choices will be reflected in the preview area (5). Finally, you can set advanced options
(6) with the checkboxes and radio buttons near the bottom of the dialog. When you are finished,
click OK to create the style.

STYLE MODIFICATION OPTIONS

To modify a style, right-click it in the Styles pane or the Styles gallery:

Styles M
Clear All
Marmal T

Default Paragraph Font @
Mo Spacing Ta
I Heading 1 b E“
Update Heading 1 to Match Selré?l:til:un
A Meodify...

=

Select All 2 Instance(s)

Clear Formatting of 2 Instance(s)

Remove from Style Gallery

strong

Quote

Intense Quote
Subtle Reference
Intense Reference
Book Title

oo ow 2 B ow

Show Preview
Disable Linked 5tyles

A4 '1-135 'ﬂj* Options...

These options are fairly self-explanatory, allowing you to modify, select, and delete the style in
guestion. Note that built-in styles cannot be deleted.
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The Modify command will open the Modify Style dialog box, which works in exactly the same way
as the Create New Style from Formatting dialog box that we looked at earlier:

Medify Style
Properties
Mame:
Style type:
Style based om:
Style for following paragraph:

Formatting

Calibri Light [Heac|«w | |14 |«

Heading 1

Linked [paragraph and character)

1 Mormal

T Mormal
BE| I U I
— — = = e
= = b= 4= =

3=

30-5econd Pitch

Eefore: 24 pt

gallery, Priority: 10

Format =

Add to the Styles gallery |:| Automatically update
@ Only in this document (::l Mew documents based on this template

Font: [Default] =Headings [Calibri Light), 14 pt, Bold, Font color: Accent 1, Space

After: O pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles

Cancel
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ASSIGNING KEYBOARD SHORTCUTS TO STYLES

You can assign a keyboard shortcut to a style when creating or modifying it. To begin, click the
Format button and click “Shortcut key:”

Modify Style ? >
Properties

Mame: Heading 1

Style type: Linked [paragraph and character)

Style based on: 1 Mormal w

Style for following paragraph: 1 Mormal e
Formatting

Calibri Light [Heac)~| |14 ||| B | I U | [INNNEGG

— — — — — = — = b= = =

=3 = = =] = — — L= h= E -}_—

30-Second Pitch
Font: [Default) =Headings (Calibri Light), 14 pt, Bold, Font color: Accent 1, Space ~

EBefore: 24 pt
After: O pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles
gallery, Priority: 10 b

Add to the Styles gallery |:| Automatically update
@ Only in this document (::l MNew documents based on this template

Font...

Paragraph...
Tabs...
Barder...
Language...
Frame...
Murmbering...

Shortcut key... [}
Text Effects...
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The Customize Keyboard dialog box will open, with the appropriate style selected. Click inside the

“Press new shortcut key” field:

Customize Keyboard

Specify a command

Categories:

Styles

Commands:
Heading 1

Specify keyboard sequence
Current keys:

Save changes in: | Mormal

Description

Before: 24 pt

Styles gallery, Priority: 10
Based on: Mormal
Fall...

AESign Hemove

Press new shortcut key:

|

Font: [Default) =Headings (Calibri Light), 14 pt, Bold, Font color Accent 1, Space

After: 0 pt, Keep with next, Keep lines together, Level 1, S5tyle: Linked, Show in the

Heseb AllL. Close
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Now, press the keys that you want to assign to this heading. They will be shown in the selected
field. You will also see what command this shortcut sequence is assigned to, if any:

Customize Keyboard ? et

Specify a command

Categories: Commands:
Styles Heading 1

Specify keyboard sequence

Current keys: Press new shortcut key:
Ctrl+1|

Currently assigned to: SpaceParal |

Save changes in: | Mormal o

Description

Font: [Default) =Headings (Calibri Light), 14 pt, Bold, Font color Accent 1, Space
Before: 24 pt
After: 0 pt, Keep with next, Keep lines together, Level 1, S5tyle: Linked, Show in the
Styles gallery, Priority: 10
Based on: Mormal
Foll...

HEmMovE Heseb A Close

Click Assign and then click Close to complete the process.

62 of 385



Microsoft Office Word 2016 — Part 2

Note that if you open this dialog box and shortcut keys have already been assigned to the style in
guestion, you can select the sequence from the “Current keys” section and click Remove to turn
the shortcut key sequence off:

Customize Keyboard ? et
Specify a command
Categories: Commands:
Styles
Specify keyboard sequence
Current keys: Press new shortcut key:
Save changes in: | Mormal o
Description
Font: [Default) =Headings (Calibri Light), 14 pt, Bold, Font color Accent 1, Space
Before: 24 pt
After: 0 pt, Keep with next, Keep lines together, Level 1, S5tyle: Linked, Show in the
Styles gallery, Priority: 10
Based om: Mormal
Fall...
AESign Heseb AllL. Close

63 of 385



Microsoft Office Word 2016 — Part 2

AcTiviTy 2-1
Creating and Modifying Text Styles

In this activity, you will view, modify, and create styles in a document.

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

Activity 2-1
m Microsoft Word Document
5.9KB

2.  Click the option button in the Styles group on the Home tab to open the Styles task
pane:

(It does not matter where the Styles task pane is positioned as long as you can fully see

it. If necessary, you can move and resize the pane.)

3.  Check the Show Preview checkbox in the Styles task pane so

Styles
that we can see what each style looks like:

Clear All
Important Point
MNormal
Sub-Title

Mo Spacing
(If this box is already checked, skip to the next step.) Heading 1
Heading 2
Heading 3

Title

Subtitle

Subtle Emphasis
Emphasis
Intense Emphasis
Strong

Cuote

Intense Quote
Subtle Reference

Intense Reference

Show Preview
isable Linked Styles

Ad || Al

o o0lBE oo BEEEEEI AR

4

| =R | e Options...
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4. Thereis a duplicate style in this list. Right-click the Sub-Title style and click Delete Sub-

Title:

Styles
Clear All
Important Poin 2

MNormal T

]

Sub-Title

Update Sub-Title to Match Selection
Modify...

Select All: (Mo Data)
Remove All: (Mo Data)
Delete Sub-Title...

N

Add to Style Gallery
I 11re L‘

Subtitle 12
Subtle Emphasis a

+'| Show Preview
Disable Linked 5tyles
| |2 %

COptions..

5.  Click Yes to confirm the operation:

Microsoft Word >

o Do you want to delete style Sub-Title from the document?

| Yes ,\J I Mo
]
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6. Now let’s create a new style. Double-click in the header of the document and select its
text:

Connecting with Others |

What Influences People in Forming ——
ot

Nospdig

Heading 1 2

Relationships?

Heading 2

H o
Title =
Subticle 22

7. Click the New Style button in the Styles task pane:

Styles v X
Clear All

Important Poin 12

MNormal T
No Spacing Ta
Heading 1 1a
Heading 2 13
Heading 3 1a

Title 1

Subtitle 12
Subtle Emphasis  a
Emphasis a

| Show Preview
Disable Linked Styles

5%}3 ’%’3 &} Options..

Mew Style
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8.

9.

Type “Course Name” for the style name. Ensure that the “Style type” is set to Paragraph
and that the style is based on Normal. The “Style for following paragraph” menu should

also be set to “Course Name:”

Create New Style from Formatting ? X
Properties

MName: Course Name

Style type: Paragraph ~
style based on: | MWomal |
Style for following paragraph: T Course Mame ~
Formatting

Constantia (Body) [~ || 11 v| B I U | Automatic | |w

B = = = — — — 1= 4= = =
Sl===|B==|1f = =

Connecting with Others

Based on: Normal

Format =

Style: Show in the Styles gallery

Add to the Styles gallery |:| Automatically update
@ Cnly in this document O Mew documents based on this template

Change the font face to Franklin Gothic Heavy:

0 French Denipt I
O Gabrila

0 Gadugi

0 Garamond

0 Georgia

Format =

Create New Style from Formatting ? X
Properties

Mame: Course Name

Style type: Paragraph ~

Style based on: T Mormal ~

Style for following paragraph: T Course Mame ~
Formatting

Constantia@odyi[V][11 [v]| B I U || avtomatic |~

0 Franklin Gothic Book &

¢ Franklin Gothic Demi
¢ Franklin Gothic Demi Cond
Z: Franklin Gothic Heavy

0 Franklin Gothic Medium
0 Franklin Gothic Medium Cond

| AUD LU LIE SLYIES Galery HULOTELENY UpUdLE

(® Onlyin this document () New documents based on this template

*
+

Il
*
Il

W

OK Cancel
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10. Decrease the font size to 10:

Create Mew Style from Formatting

Properties
Hame: Course Mame
Style type: Paragraph
Style based on: T Marmal

Style for following paragraph: T Course Mame

Formatting

Franklin Gothic Hij~ ‘I'I B I U Automatic ~
8 a

I 1
+
|
*
|

1|
I]1]
il
Il
w
-
I
1l

A
=
-
([l
a4

Font: Franklin Gothic Heavy, Style: Show in the Styles gallery
Based on: Mormal

Addtotheétyles gallery Dﬁgtomaticallyupdate
@ Only in this document O Mew documents based on this template

Farmat =

Cancel
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11.

12.

Apply an italic effect:

Style type:
Style based on:
Style for following paragraph:

Formatting
Franklin Gothic Hiw || 10

Create Mew Style from Farmatting 7
Properties
Mame: Course Name

Paragraph
T Mormal

T Course Name

B I U Automatic w

3
I 1t
3£
I th

Connecting with Others

Based on: Normal

Add to the Styles gallery []

Format =

Font: Franklin Gothic Heawy, 10 pt, Style: Show in the Styles gallery

Automatically update

@ Only in this document O Mew documents based on this template

QK Cancel

Finally, click the color menu and choose any theme color in the top row of the palette:

Properties

HName:

Style type:

Style based on:

Style for following paragraph:
Formatting

Franklin Gothic Hijwe || 10 |

Course Name
Paragraph
T Mormal

9 Course Mame

B I U Automatic

W Automatic

Theme Colors

Connecting with Others

| Illlkll

Standard Colors
HE EEEER

Font: Franklin Gothic Heawvy, 10
Based on: Normal

wy  More Colors...
pt, Italic, Style: Snow 1n tne styies ganery

Add to the Styles gallery D Automatically update
@ Jnly in this document O Mew documents based on this template

Format ~

OK Cancel
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13. Click Format > Font:

Create New Style from Formatting

Style for following paragraph:
Formatting
Franklin Gothic Hijs || 10w

Properties
Hame: Course Mame
Style type: Paragraph
Style based on: T Mormal

T Course Mame

It
1l

|~l!
1l

Connecting with Gthers

Based on: Normal

Add to the Styles gallery [] Automatically update
@ Only in this document O Mew documents based on this template

OK

Font: Franklin Gothic Heavy, 10 pt, Italic, Font color: Accent 4, Style: Show in the Styles gallery

Cancel

Font... %

Paragraph...
Tabs...
Border...
Language...
Frame...
MNumbering...
Shertcut key..,
Text Effects...
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14. This will open the Font dialog. Click the Advanced tab:

15.

Font ? *

Font Adyanced

Font: Font style: Size:
Franklin Gothic Heawy Italic 10

Farte - Regular & ~
Franklin Gothic Book o
Franklin Gothic Demi Bold
Franklin Gothic Demi Cond Bold Italic 1 9
Franklin Gothic Heavy b4 12

Font colon: Underline style: Underline color:
I - | (none) “ Automatic
Effects
[ strikethrough [ small caps
|:| Drouble strikethrough |:| All caps
|:| Superscript Dﬂidden
[ subscript
Preview
Connecting with Others

This is a TrueType font., This font will be used on both printer and screen.

SetAs Default Cancel

(If the Advanced tab is already displayed, skip to the next step.)

Click the Spacing drop-down menu and click Condensed. Then, click OK:

Font ? *

Font Advanced

Character Spacing

Scale: 1008 ~

Spacing: | Marmal By: $
. Mormal Y

Position: Expanded By: 3

[ Kernin dereditaa [SPaints and above

COpenType Features

Ligatures: Mone ~
Mumber spacing: | Default W
Mumber forms: Default ~
Stylistic sets: Default ~
|:| Use Contextual Alternates
Preview
Connecting with Others

This is a TrueType font, This font will be used on both printer and screen.,

Cancel
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16. Click OKin the Create New Style from Formatting dialog box to create your style:

Create Mew Style from Formatting ? *
Properties
Hame: Course Name
Style type: Paragraph ~
Style based on: T Mormal ~
Style for following paragraph: T Course Name ~
Formatting

Franklin Gothic Hi~ || 10 v| B I U |— ~

= = = =
= = = =

|

Font: Franklin Gothic Heawy, 10 pt, [talic, Font color: Accent 4, Condensed by 1 pt, Style: Show in
the Styles gallery
Based on: Normal

Add to the Styles gallery |:| Automatically update
@ Only in this document O Mew documents based on this template

Cancel

Format =

17. The style will be applied to the selected text and you will see it in the Styles task pane:

b Comnectingwith Olfers:
[ ) T

Important Poin !
Normsl ¥

No Spucing

Headiog)

Title
Subtirle =

18. Close Header and Footer view:

H - 06 s Activity 3-1 - Word
File Home  Insert  Design  Layout  References  Mailings  Review  View Design Q Tel ntto
F r‘ [Eiq Previous Different First Page +Headerfrom Top:  0.49" - B
© =l (m A B
= S5 5 Next Different Odd & Even Pages =+ Footer from Bottom: 049"
Header Footer Page  Date& Document Quick Pictures Online  Goto Goto Clase Header
B e e e ey e Pictures | Header Footer 4 Linkto Previous | [] Show Document Text Insert Alignment Tab o s
Header & Footer Insert Navigation Options Position Close h

19. Save your document as Activity 2-1 Complete. Close Microsoft Word 2016 to complete
this activity.
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TOPIC B: Create Custom List or
Table Styles

In addition to text styles, you can also create styles for lists and tables. These styles coordinate
with text styles, as well as your document’s theme, to create a consistent, professional design.

Topic Objectives
In this topic, you will learn:

= How to create list styles
= How to create table styles

TOOLS FOR LIST STYLES

To create a new list style, click Home - Multilevel List > Define New List Style:

ZoomFoods - Word

Design Layout References Q Tell me what you want to

= o Calibri Body) <|11 < A" &7 | Aa- | e iT.:i=.[fel|e=s= 4| ¢
Deac el . ST AaBbCcDc | AaBh(
Lopy -
Paste . 2 L ab . BE= = Al ~
= ¥ Format Painter B IU e X; X A} - 4 A B = = .
Current List
Clipboard ] Font )
1
a.
i
List Library
1) 1
MNone a) 1.1,
i} 1.1.1.
* Article 1. Hezd
> Section 1.011

Define Mew Multilevel List...
Define Mew List Style... h
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The Define New List Style dialog box will open:

Define MNew List Style ?
Properties
Mame: Styled
Style type: List
Formatting
Start at: 1 =
Apply formatting to: 1st level
YUMo ou | —
=l L vl Q g | E =
1)
a)
i)
0]
Indent:
Left: 07
Hanging: 0.25°, Outline 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
Set your options and click OK to create the new style:
Define Mew List Style ? s
Properties
MName: My List
Style type: List
Formatting
Start at: 1 =
Apply formatting to: 1st level e
v|[12 B I U v
= = L s v o2 = 3=
.
L]
Font: 12 pt, Bold, Mot ltalic, Font color Accent 2, Text Fill, Indent:
Left: 0
Hanging: 0.25°, Outline numbered + Level: 1 + Mumbering Style: | Il 1, ... + 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 = Cancel
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Once you have defined a style, it will appear in the Multilevel List drop-down menu:

ZoomFoods - Word

Home Insert Design Layout References Mailings Review View Q Tell

— C - - -— —_ —_ —_——
- Calibri(Body) ~|12 -/ A" A Aa~ 4 iZ <=+ ’“:'[}?E = 4l T | papbcode AsBi
Copy
Paste : . = L abr . = = Al -
o ¥ Format Painter Ty sbe X; X IAY 4 A B = = )
Current List
Clipboard ] Font )

List Library
1) 1
Mone a) 1.1.
iy 111
3 Article | Head
ks Section 1.011
(@) Heading 2

Chapter 1 Ha:

€& Change List Level 3
Define Mew Multilevel List...

Define New List Style...

TooLS FOR TABLE STYLES
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You can also create a style for tables. To begin, select any table to open the Table Tools
contextual tabs. Then, click Table Tools — Design - More arrow in the Table Styles group -> New

Table Style:

H ES I o ZoomFoods - Word Table Tools

File Home Insert Design Layout References Mailings

+/| Header Row || First Column —[=I=I=]=]
Total Row Last Column “EEEE

| Banded Rows Banded Columns = gy

Table Style Options

I3

(You can also open the Create New Style from Formatting dialog from the Styles task pane and
choose Table from the “Style type” menu.)
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The Create New Style from Formatting dialog will open, ready to create a new table style:

Create New Style from Formatting ? X
Properties
MHame: Stylel
Style type: Table ~
Style based on: FH Table Mormal ~
Formatting
Apply formatting to: Whaole table ~
Calibri (Body) w11 || B I U Automatic -
~l| wpt— |+ Automatic ~|H -~ Mo Color ~ Bl =
Jan Feb Mar Total
East 7 7 5 19
West 5] 4 7 17
South 8 7 9 24
Total 21 18 21 60
Line spacing: single, Space
After: O pt, Priority: 100
EBased on: Table Normal
@ Only in this document O Mew documents based on this template
Format = Cancel

Set your options and click OK to create the new style:

Create New Style frem Formatting ? *
Properties
Hame: Sales Summary
Style type: Table e
Style based on: H Table Mormal ~
Formatting
Apply formatting to: Whole table e
Candara M| B I U Automatic w
~ e pt— v Automatic ~ Eﬂ - ~ E| -
Jan Feb Mar Total
East 7 7 5 19
West [ 4 7 17
South 8 7 g 24
Total 21 18 21 60
Font: Candara
Line spacing: single, Space
After. 0 pt, Priority: 100
Based on: Table Normal
@ Only in this document O Mew documents based on this template
Format ~ Cancel
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The style will be added to the Table Styles gallery, where it can be applied and modified like any
other style:

H - 0 © ZoomFoods - Word Table Tools

File Home Insert Design Layout References Mailings Review

+| Header Row  |+| First Column

Total Row Last Column =l=l=t=t=
¥| Banded Rows Banded Columns [y =77
Table Style Options Table Styles

Sales Summary

AcCTiviTy 2-2
Creating Custom List and Table Styles

In this activity, you will customize a document by creating a table style and a list style.

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

. Activity 2-2
mE Microsoft Word Document
—| 13.5KB

2.  First, let’s spruce up the table. Select the table in the document:

i AaBbCel AaBbCcD AaBbCCL AaBbCe AaBbCe Aak AQL| AaBbce aassect
Course Agenda

i 8:30-9:00 Course Overview and Introductions

9:00-10:30 ‘What Influences People in Forming Relationships?
Appe:
Si
C
Re

10:30-12:00 First

12:00-1:00 Lunch

100145 Non-Verbal Communication
Body Language
Ge

1453445 Verb: ritten Communication
O one
I
v l and Text

345495 Role Play

415-4:30 ‘Workshop Wrap-Up

v [ | B - 1
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3.  Click the Table Tools — Design tab and click the More arrow in the Table Styles group:

S Activity 2-2 - Word

Home Insert Design Layout References Mailings

Layout Q Tell me wi

Header Row  [v| First Column

Total Row Last Column

| Banded Rows Banded Columns

Table Style Options Table Styles

=
%Shavdmg

4. Click New Table Style at the bottom of the expanded gallery:

List Tables

5. The Create New Style from Formatting dialog box will open.
the Name text box:

Enter “Course Agenda” in

Create MNew Style from Formatting ? *
Properties
Mame: Course Agenda||
Style type: Table ~
Style based on: B Table Mormal ~
Formatting
Apply formatting to: ‘Whale table ~
Constantia (Body] |~ || 11 |~ BE I U Automatic v
wl| wpt— v Automatic ~| B - Mo Color v||[E -
Jan Feb Mar Total
East 7 7 5 19
West 6 4 7 17
South 8 7 9 24
Total 21 18 21 6o
Indent:
First line: O, Priority: 100
Based on: Table Normal
@ Only in this document O Mew documents based on this template
Format = Cancel
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6.

7.

Ensure that the “Apply formatting to” menu says “Whole table.” Then, increase the font

sizeto 12:

Create MNew Style from Formatting ? *
Properties
Hame: Course Agenda
Style type: Table ~
Style based on: B Table Mormal ~
Formatting
Apply formatting to: Whaole table ~
Constantia (Body} ~ | | 11 BE I U Automatic e
& A
vl 1w 190 ~ Automatic ~|H - Mo Color ~ || E] =
o
] Feb Mar Total
214
East 16 7 5 19
West 118 4 7 17
South lig 7 ) 24
Total 124 18 21 6o
26 v
Indent:
First line: O, Priority: 100
Based on: Table Mormal
@ Only in this document O Mew documents based on this template
Format = oK Cancel
Click the Borders menu and click Outside Borders:
Create New Style from Formatting ? X
Properties
Hame: Course Agenda
Style type: Table ~
Style based on: B Table Normal ~
Formatting
Apply formatting to: Whole table ~
Constantia (Body) |~ (12 |~/ B T U Automatic ~
vl wpt— | Automatic ~|H - Mo Calor v||BEl =
HH Al Borders
Jan Feb Mo Bord
o Border
East 7 7 =
West 6 4 Qutside Borders
South 8 7 k Inside Borders
Total 21 18 Top Border
Bottom Border
Left Border i
Fon_t: 12_ pt, Inden_t: _ Right Border
First line: 07, Priority: 100
Based on: Table Normal Inside Horizontal Border
Inside Vertical Border
b Diagonal Down Border
@ Only in this document O Mew documents based on th
H Diagonal Up Border
Farmat = OK Cancel

This will apply a border only to the outside of the table.
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8. Now let’s create banded rows. Click the “Apply formatting to” menu and click “Odd
banded rows:”

Create Mew Style frem Formatting ? s
Properties
MName: Course Agenda
Style type: Table ~
Style based on: B Table Normal ~
Formatting
Apply formatting to: Whaole table ~
‘Whole table A
Constantia (Body) |~ |12 |~ || |Header row
Total row

First column
v e pt— |V

Last column
Cdd banded rows k
]- Even banded rows
an
Odd banded columns
East 7 Even banded columns N
West 6 4 7 17
South 8 7 9 24
Total 21 18 21 6o

Font: 12 pt, Indent:

First line: 0, Left: (Single solid line, Auto, 0.5 pt Line width], Right: (Single solid line, Auta,
0.5 pt Line width], Priority: 100

Based on: Table Normal

@ Only in this document O Mew documents based an this template

Farmat = Cancel

9.  Click the Fill Color menu and click “Blue-Gray, Accent 4, Lighter 60%:”

S wo |
Properties
Mame: Course Agenda
Style type: Table e
Style based om: B Table Mormal e
Formatting
Apply formatting to: Odd banded rows L
- ~«| B I U Automatic w |
~ Yept— |+ Automatic e - Mo Color E| - |
Feb M Theme Colors
an e ar
J E Em 1
East 7 7 5
West 6 4 7 N
South 8 7 9 I I
Total 21 18 21 W I I I I I I
Standard Colors
HE EEEENE
Font: 12 pt, Indent: Mo Coler
First line: 07, Left: [Single solid line, Auto, 0.5 pt Line width], Ri -
0.5 pt Line width), Priority: 100 vt More Colors..
Based on: Table Mormal [
@ Only in this document O Mew documents based on this template
Farmat - QK Cancel
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10. Click OK to create the style:

Properties
Hame:
Style type:
Style based on:

Formatting

Apply formatting to:

Create Mew Style from Formatting

Course Agenda
Table

[ Table Marmal

Cdd banded rows

v ~ | BE I U | Automatic ~
v Yept— v Automatic e - |
Jan Feb Mar Total
East 7 7 5 19
West 6 4 7 17
South 8 7 g 24
Total 21 18 21 60

Font: 12 pt, Indent:

0.5 pt Line width]

Format =

Pattern: Clear (Accent 4), Priority: 100

First line: 07, Left: [Single solid line, Auto, 0.5 pt Line width]), Right: [Single solid line, Autao,

@ Only in this document O Mew documents based on this template

L

Ll

11. Now, with the table still selected, click the new style on the Table Tools — Design tab to

apply it:

Course Agenda

8:30-9:00 Course Overview and
910010130 What Influences People in Forming Relationships?

e

Similarity

Complementarity
10330-12:00 First
12100-1:00 Lunch
1001145 Non-Verbal Communication

age

Gestures
134573345 Verbal and Written Communication

On the Phone

In Person

Via E-Mail and Text

31454315

Role Play

471574330

Workshop Wrap-Up

v i s -

(You may need to browse through the gallery using the arrows on its right-hand side.)
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12.

13.

Review the formatting changes that have been applied to the table:

8:30-9:00
9:00-10:30

10:30-12:00
12:00-1:00
1:00-1:45

1:45-3145

3:45-4115
4115-4330

Course Overview and Introductions
What Influences People in Forming Relationships?
Appearance

Similarity

Complementarity

Reciprocity

First Impressions

Lunch

Non-Verbal Communication

Body Language

Gestures

Verbal and Written Communication
On the Phone

In Person

Via E-Mail and Text

Role Play

Workshop Wrap-Up

Now let’s format the list inside the table. Select the text in the second column and click
Home - Multilevel List - Define New List Style:

1genda

830-9:00 uctions
9001030 P— orming Relationships?
10:30-12:00 Difine New List Styfe... 5
12:00-1:00 J—
1001345 Non-Verbal Communication

Body Language

Gestures
1:45-3:45 Verbal and Written Communication

On the Phone

In Person

Via E-Mail and Text
3454015 Role Play
435430 Waorkshop Wrap-Up

AaBbCel | AaBHCEL| AaBbCCE AaBbCe AaBbCe AaboCe AL AaBbCel aapbecl
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14.

15.

Enter “Course Sessions” in the Name text box:

Define Mew List Style ? X
Properties
MHame: Course Sessions|
Style type: List
Formatting
Start at: 1 =
Apply formatting to: 1st level ~
- ~|[ B I U |-
1i— — == —
i=| = | 123 v 2 | € =
1)
al
i)
M
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 - Cancel

By default, the first level of numbering will be a numeral with a closing parenthesis. This
is fine, so let’s change the next level. Click the “Apply formatting to” menu and choose

“2nd level:”

Define New List Style ? X
Properties

Hame: Course Sessions

Style type: List
Formatting

Start at: 1 -

Apply formatting to: 1st level b

1st level
w w
3rd level

i—] s— 4th level
e Sth level
6th level
1 — Tt Vel
gth level
Sth level

a)

i)
M
Indent:
Left: 0"

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

@ Cinly in this document O Mew documents based on this template

Format = Cancel
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16.

17.

Click the drop-down arrow next to the Bullets command and choose the diamond

bullet:

Define Mew List Style
Properties

Hame:

Style type:
Farmatting

Start at:

Apply formatting to:

? *
Course Sessions
List
1 >
2nd level ~

Indent:
Left: 0.25°

Format -

Hanging: 0.25°, Outline numbered + Level: 2 + Mumbering Style: a, b, ¢, ... + Start at: 1 +
Alignment: Left = Aligned at: 0.25" = Indent at: 0.5°, Priority: 100

@ Only in this document O Mew documents based on this template

Click OK to create the style:

Define Mew List Style
Properties

Mame:

Style type:
Formatting

Start at:

Apply formatting to:

Symbol o o

= E Bullet: «

Course 5essions

List

1 =
2nd level

B I U

]

Left: 0.25°

Indent at: 0.5", Priority: 100

Format ~

Font: Symbol, Font colon Auto, Text Fill, Indent:

Hanging: 0.25°, Outline numbered <+ Level: 2 + Numbering Style: Bullet = Aligned at: 0.25 =

@ COnly in this document O Mew documents based on this template
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18. Next, select the sub-points for the 9 a.m. session and the 1:45 p.m. session. Click Home

- Increase Indent:

Course Agenda

81309200 1) Course Overview and Introductions
gi00-10130 2) What Influences People in Forming Relationships?

5) Complementarity
6) Reciprocity
10:30-12000  7) First Impressions |
12:00-1:00 8) Lunch
1001245 9) Non-Verbal Communication
10) Body Language
1) Gestures
1:45-3:45 12) Verbal and Written Communication
13) On the Phone
14) In Person.
15) Via E-Mail and Text
345415 16) Role Play
45-4:30 17) Workshop Wrap-Up

AaBbCCl AGBUCED AaBbCCC AaBbCe AaBb( o AQL AdBbce aspscer

(To select two separate sets of text, hold down the Ctrl key when selecting the second

set.)

19. The second level of your list style will be applied:

8:30-9:00
9:00-10:30

10:30-12:00
12:00-1:00
1:00-1:45

11453145

3:45-415
4°15-4:30

1) Course Overview and Introductions
2) What Influences People in Forming Relationships?
Appearance
Similarity
Complementarity
Reciprocity
3) First Impressions
4) Lunch
5) Non-Verbal Communication
6) Body Language
7) Gestures
8) Verbal and Written Communication
¢ On the Phone
+ InPerson
+ Via E-Mail and Text
9) Role Play
10) Workshop Wrap-Up

* * + &

20. Save your document as Activity 2-2 Complete. Close Microsoft Word 2016 to complete

this activity.
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TOPIC C: Apply and Customize
Document Themes

Themes are a combination of preset style sets, colors, fonts, and effects that are tied to the styles
that we discussed earlier. As long as the document has been formatted with styles, you can
change the look of the entire document with just a few clicks. In this topic, you will learn how to
apply and customize themes.

Topic Objectives
In this topic, you will learn:

How to apply document themes and style sets

How to create custom style sets

How to use the Document Formatting group on the Design tab
How to create custom color and font schemes

How to save and access custom themes

APPLYING DOCUMENT THEMES

To change the document’s theme, click Design - Themes:

Business Overview

ZoomFoods 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 hojme.

To be the world
leader in healthy,
high-quality, pre-
packaged meal
solutions.
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This will show a gallery of themes. As you mouse over each thumbnail in this gallery, you will see
a preview applied to your document (if it has theme elements such as page backgrounds,
headers, styles, or diagrams). Click the new theme to apply it:

off

= EEE]

Oifce | Foo tegral

’l ness Overview
r— B IFoods will prepare and distribute pre- Qur Vision
} aged, frozen, gourmet meals that are sold in
= — _'_ _] L 2ry stores. Consumers can then purchase the
i ,=_ anded '\_ B 5 and reheat them at home.

IH ﬂ Aa ] Ij To be the world
T i — ol leader in

[Aa 7] [Aa ] heaithy, high-
= quaility, pre-
packaged meal
solutions.

Default Theme
The default theme for new documents in Microsoft Word 2016 is Office. You can customize the
styles offered by this theme by choosing a new style set from one of the 17 default options:

This Document

TITLE ; TME Title Tile e

Reset to the Default Style Set

Save as a Mew Style Set...

You can find this gallery in the Document Formatting group of the Design tab.

CHANGING THE STYLE SET

In Microsoft Office Word 2016, there are 17 style sets to choose from. Each of these style sets
includes different styles so that you can keep the current look of the theme, but customize the
appearance of text.
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To change your style set, click the Design tab and click a thumbnail from the gallery in the
Document Formatting group:

Business Overview
ZoomFoods 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.

To be the world
leader in healthy,
high-quality, pre-
packaged meal
solutions.

Like other galleries we have looked at, you can use the up and down arrows to browse through
the styles, or click the More arrow to view all style sets.

As you move your cursor over each style set, you will see a preview applied to your document:

BUSINESS OVERVIEW

ZoomFoods will prepare and distribute pre-packaged, frozen,
gourmet meals that are sold in grocery stores. Consumers can

Our Vision

then purchase the meals and reheat them at home.

To be the world
leader in healthy,
high-quality,  pre-
packaged meal
solutions.

In addition, a document can only have one style set applied to it at a time, although you can
change this set whenever you want.

CREATING CUSTOM STYLE SETS

If you have created custom styles, you can save your current style set. To begin, click the More
arrow in the Document Formatting gallery on the Design tab:
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B -0

File

ZoomFoods - Word

Home Insert

Document Formatting

Then, click “Save as a New Style Set:”

This Document

Reset to the Default Style Set
Save as a New Style Set...

(Notice that you can reset the current style set with this menu as well.)

The “Save as a New Style Set” dialog box will open. Enter the name and click Save
any other settings:

Title

. Do not modify

[F] Save as a New Style Set X
A |« Users 5 AcmeWidgets » AppDsta > Roaming > Microsoft + QuickStyles v & | search QuickStyles )
Organize « New folder Bz~ (2]
S
# Quick access Name Date madified Type Size
[ Desktop »* Ne items match your search.
4 Downloads »*
Documents -+
[&] Pictures #*
b Music
B videos
[F Microsoft Word
‘@ OneDrive
3 This PC
& Network
*§ Homegroup
File name: | Fird -
Save as type: | Word Templates -
Authors: Windows User Tags: Addatag Title: ZoomFoods
[] save Thumbnail Pagetitle  ZoomFoods
Change Title...
= Hide Folders Tools Cancel
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The style set will now appear in the Document Formatting gallery in a special Custom section:

This Document

Title

Reset to the Default Style Set

Save as a New Style Set...

If a style set is no longer needed, you can delete it by right-clicking on it and clicking Delete:

H - ¢ -

File Home Insert i Layout References

Add Gallery to Quick Access Toolbar

THE DOCUMENT FORMATTING GROUP

Next to the Document Formatting gallery, you will see menus to customize the colors, fonts,
spacing, and effects of the current theme:

B -

Home  Insert Layout  References  Mailings  Review

Document Formatting

Click a menu and choose the desired option:

= Paragraph Spacing *
= [ effecrs ~
- @ Setas Defaukt

>

f

e

w

EENEEENENEEEENEEEEEEN
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CREATING CUSTOM COLOR SCHEMES

To create a custom color scheme, click Design = Colors - Customize Colors:

H ©-

File Home  Insert layout  References  Mailings  Review

=# Paragraph Spacing ~
- Effects -

= |~ [olors Fonts @
M| - @ SetasDefault

Title TITLE e Tie

Office
Office 2007 - 2010
Grayscale

Blue Warm

Blue

Blue I

Blue Green

Green

Green Vellow
Yellow

Yellow Orange
Orange

Orange Red

Red Orange

Red

Red Violet

Violet

Violet I

Median

i

Customize Colors... |>

The Create New Theme Colors dialog box will open:

Theme colors Sample
Text/Background - Dark 1 E hd
Text/Background - Light 1 |[ | =

Text/Background - Dark 2 E hd

Aecent1 Iil T Hvperlink
Accent 2 . - Hvperlink
Accent 3 E -
Accent 4 |:| -
Accent 5 E -
Accent B E -
Hyperlink E -
Followed Hyperlink E hd

Mame: |Custom 1

Beset Cancel

Create Mew Theme Colors ? >

92 of 385



Microsoft Office Word 2016 — Part 2

On the left-hand side, you can choose a color for each aspect (1) of the theme. A preview (2) will
be shown on the right-hand side. At the bottom, you can enter a name (3) for the custom
scheme.

Click Save when you have set your options:

Create Mew Theme Colors ? >

Theme colors
Text/Background - Dark 1 | [l ~
Text/Background - Light 1 | [0 =

Text/Background - Dark 2 | [l ~

Aecent Iil T Hyperlink
Accent 2 - Hyperlink
Accent 3 |:| -
Accent 4 |:| -
Accent 5 E -
Accent & E' -
Hyperlink E -
Followed Hyperlink E' -
MName: Fire|

Beset Cancel

Your custom color scheme will now be applied and will be available from the Colors menu. Notice
its impact on the available style sets:

LLLARR R R LRLLLLLLLLEY N

i
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CREATING CUSTOM FONT SCHEMES

The Fonts menu also contains a command to create a custom scheme:

H -

File Home Inset [MEEUMM layout  References  Mailings  Review

e Title me

Ther

o
E
5
i
&
e

Office
Calibri Light
Calibri

)

Office 2007- 2010
Cambria
calibri

1

Calibri
Calibri
calibri

w

Asial
Arial
Arial

©

Corbel
Corbel
Corbel

As

Candara
Candara
Candara

[

Franklin Gothic
Franklin Gothic M...
Frankiin Gothic Book

Century Gothic
Century Gothic
Century Gothic

15

Tur Cen MT
T Cen MT
Tw Cen AT

Cambria
Cambria
Cambria

Garamond
Garamond
Gazamand

Georgia
Georgia
Georgia .

0 5 o | G

B

Customize Fonts... %

The Customize Fonts command will open the Create New Theme Fonts dialog box:

Mame: Custom 1

Save Cancel

Create Mew Theme Fonts ? *
Heading font: Sample

Calibri Light e Heading "
Body font: Body text body text body text.

Calibri - Body text body text. "

94 of 385



Microsoft Office Word 2016 — Part 2

Here, you can choose a heading and body font, as well as enter a name for your new theme. Click

Save once you have entered your settings:

Create Mew Theme Fonts ? >
Heading font: Sample

Bradley Hand ITC e Hﬁﬂ-?:iir"«-.'?‘ "
Body font: Body text body text body text. Body
Curlz MT v | | e body test s
Mame: | Fire|

Your custom font scheme will now be applied and will be available from the Fonts menu. Notice

its impact on the available style sets:

ZoomFoods - Word

n =# Paragraph Spacing ~
- [ Effects -
== |~ Colors | Fonts

- @ St as Default

. =
Bradley Hivad (0
At | o e

Office .
&l e

Office 2007 - 2010
o
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SAVING CUSTOM THEMES

Once you have customized the color, fonts, and/or effects settings for a theme, you can save
those settings as your own custom theme. To begin, click Design - Themes - Save Current

Theme:

H ©-

File Home

L

*u da e e s g ks
[P S ————

Themes —oimsoioos

c =
Insert

Titls

AR §

el bk o o e, T i
]

P

-

P

TITLE

s, s AEBPR
L e

e P ey

T N—
o e o i e e e e

TRy

Office

o] ] e (2]
e et g o
Aa ’I Aa } U ‘j
onBosd. Oemc Revoen  Siee
YRl ]
"G.r'i:; Ganded  Bass | Berin

21 o] ] 2]
Coetel | Crot | Demeke De'pth
Aa } Aa 1 Aa 1 1
Duidend  Droplet | Frame  Fiesdines

Reset to Theme from Template

ﬂ|f| Browse for Themes...

IE_'H Save Current Theme...

-
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Enter the file name and click Save. Do not modify any other settings:

m Save Current Theme

A1 | « AppData > Roaming > Microsoft » Templates » Document Themes » v /| | Search Dacument Themes )

Organize +  New folder Bz

=~ @
# Quick access Name Date modified Type Size

[ Desktop
4 Downloads
Documents
[&] Pictures

D Music

B Videos

[ Microsoft Word

Theme Celors
Theme Effects

AM  File folder

File folder

Theme Fonts File folder

FEE

f& OneDrive
3 This PC
= Network

*& Homegroup

File name: ‘ Fird

Save as type: | Office Theme

= Hide Folders Toals Cancel

The theme will now be available in the Themes menu for all future documents:

H ©- ¢

File Home Insert

If you have changed the file location, you can locate it
using the “Browse for Themes” command in this menu.

A8
~r
Office
e ] o] [ F o]
e em |
AQI Aa} Aa 1 U
orBomd Orgemc . Revomenr  Siee
o] ] ] (2]
"G?T.: Boded B Berin
‘] Ac ‘] ‘E Aa ‘]
prml ey el

Reset to Theme from Template
ﬂﬁ Browse for Themes...
'!_'E Save Current Theme...
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AcTiviTy 2-3

Applying and Customizing Document Themes

In this activity, you will customize and save a document theme.

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

Activity 2-3

Microsoft

16.8 KB

Word Document

2.  First, let’s change the color scheme to something a bit more visually appealing. Click

Design - Colors - Blue Warm:

3. The color change will be applied to the document:

¢
Course Agendal
8:30-9:00 L Course Overview and Introductions
9:00-10:30 2. What Influences People in Forming Relationships?
1 Appearance
2 Similarity
3. Complementarity
4. Reciprocity
103012:00 3. First Impressions
12:001:00 4 Lunch
1001145 5. Non-Verbal Communication
6. Body Language
7. Gestures
1:45-3:45 8. Verbal and Written Communication
1 Onthe Phone
2 InPerson
3. ViaE-Mail and Text
3145475 9. RolePlay
435-4330 10._ Workshop Wrap-Up

I

v I s -
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4. Now, let’s create a new font scheme. Click Design - Fonts - Customize Fonts:

N
LA ] ficts -

=E

+ O setasDefsut
Office

G "
=40

Watsrmar

Az

E
:

5. The Create New Theme Fonts dialog box will open. Click the “Heading font” menu and
click Calibri Light:

Create Mew Theme Fonts ? >
Heading font: Sample
Calisto MT " | HFadi:ng N
% Froadwway * | text body text body text.
v text body text. -
B Brwdd Seripr FT
B Calibri i
L 5 Cancel
|| T Calibri Light [ ante
T Californian FB Calibri Light
T Calisto MT v
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6. Click the “Body font” menu and click Candara:

Create Mew Theme Fonts ?
Heading font: Sample
Calibri Light = Heading
Body font: Body text body text body text.
Constantia i Body text body text.
B Candara N AT
B CASTEILAR Candara Cancel
| B Centaur
% Century
% Century Gothic
% Century Schoolbook o
7. Type “Course Material” in the Name box and click Save:
yp
Create Mew Theme Fonts ? >
Heading font: Sample
Calibri Light = Heading
Body font: Body text body text body text.
Body text body text.
Candara = y y

Mame: |Course Materiaﬂ

Save
"

Cancel
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The new font scheme will be saved and applied:

Course Agenda/

8:30-9:00
9:00-10:30

10:30-12:00
12:001:00
1:00-1:45

1:45-3:45

3454115
4:154:30

=N oy s

10.

Course Overview and Introductions.

What Influences People in Forming Relationships?

1. Appearance
Similarity
3. Complementarity

4. Rediprocity
First Impressions.

Lunch

Non:Verbal Communication

Body Language

Gestures

Verbal and Written Communication
1. On the Phone

2. InPerson

3. Via E-Mail and Text

Role Play

Workshop Wrap-Up

Now let’s customize the style set. Click the “Lines (Distinctive)” style set from the

Document Formatting gallery on the Design tab. Observe the changes to the document:

.
2.
3

8:30-9:00 1. Course Overview and Introductions
9:00-10:30 2. What Influences People in Forming Relationships?
Appearance
2. Similarity
3. Complementarity
4. Rediprocity
10:30-12:00 3 First Impressions
12:00-1:00 4. Lunch
1:00-1:45 5. NonVerbal Communication
6. Bodylanguage
7. Gestures
1:45-3:45 8. Verbal and Written Communication

On the Phone
In Person
Via E-Mail and Text

(You may need to browse through the gallery using the up and down arrows on its right-
hand side to find this style set.)
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10.

11.

Aai| AaE| Ao Xg Ao’]
i e

Aa ’I Aa } Aa 7 Aa ‘ﬂ
S oo o e
Aa 1 Aa H Aa ’] Aa ’]
T s e e
Aai| Aqi| Aa‘] Aa‘]
T o S S

Aa } Aa 1 Aa 1 Aa 1
Trded . Drein . Feme el [

Beset to Theme from Template

ﬂ|f| Browse for Themes...

'E_'E Save Current Theme...

s

Now we can save the theme. Click Design - Themes - Save Current Theme:

Organize ~

~ b Quick access

] Save Current Theme

4 || « AppDsta > Roaming > Microsoft » Templates > Document Themes »

New folder
Name

Theme Colors
Theme Effects

Theme Fonts

I Desktop
¥ Downloads
Documents
&=/ Pictures

D Music

B Videos

L T

> [ Microsoft Word
> 4@ OneDrive

> [ This PC

> o Network

> *& Homegroup

Date modified Type

6 AM  File folder
File folder

AM  Filefolder

v & | SearchDocument Themes

Size

Bz

X
r)
(2]

File name: | Activity 2-3 Complete

Save as type | Office Theme

+ Hide Folders

o« e

Cancel

Enter “Activity 2-3 Complete” as the file name in the Save Current Theme dialog. Do not
change any other settings. Click Save:
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12. Click Design = Themes to confirm that your theme is now available from the menu:

Aﬂﬂ Tme TITLE Tite TltlE
Themes USRS ST EESD B
Custom E
Aa
HEEEEEN
Activity ...
Office
Aaj Aaﬂ AGE mj
Office Facet Integral lzn
Aa 1 Aa 7_ Aa U Aa 1
lon Board... Organic Retrospect Slice
Aa Aa Aa Aa
HEEEEN L 11 ] ] EEEETE EEEEEN
Wisp Banded Basis Berlin
Aa Ac Aa Aa
EEEEEEN HEN EEEEEE u | ]
Celestial Circuit Darnask Depth -

Beset to Theme from Template

E|f| Browse for Themes...

|!_'E Save Current Theme...

13. Save your document as Activity 2-3 Complete. Close Microsoft Word 2016 to complete

this activity.
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Summary

In this lesson, we learned about using text, list, and table styles to keep documents organized and
consistent. We learned about how you can use styles in conjunction with themes and schemes to
create the right design for every document. Finally, we learned how to customize color schemes,

font schemes, style sets, and document themes to further modify style and design options.

REVIEW QUESTIONS

1. What is the command sequence to save a custom theme?

2. How do you assign a keyboard shortcut to a style?

3. What is the command sequence to create a new list style?

4. What type of style contains both a paragraph style and a character style?

5. How do you modify a style’s settings?
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LESSON 3:
USING IMAGES IN A DOCUMENT

Lesson Objectives

In this lesson you will learn how to:
= Resize an image

= Adjust image appearance

= |ntegrate pictures and text

= Insert and format screenshots

= Add videos to a document
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TOPIC A: Resize an Image

Often, images that you add to your Microsoft Word documents will need to be resized and/or
cropped. In this topic, you will learn some different techniques for resizing and reshaping images.

Topic Objectives

In this topic, you will learn:
= How to resize an image
= How to crop images

RESIZING OPTIONS

To resize a picture, first click it to select it. Then, click and drag any of the handles to resize the
photo in that direction. As you drag the handles, you will see the photo become larger or smaller,
depending on the direction that you drag in:

For advanced resizing options, click the option button in the Size group or right-click the image
and click “Size and Position:”
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Pageiold  2words [F

Either command will open the Size tab of the Layout dialog, offering advanced sizing and scaling

options:

Layout

Height
@ Absolute
Relative
Width
(® spsolute
Relative
Rotate
Rotation:
Scale

Height:

Criginal size
Height:

Position  Text Wrapping

2,88

3468

53 %

Lock aspect ratio
Eelative to original picture size

542

4k

4k

4

4k

L3

Size

relative to

relative to

Width:

Width:

Margin

Margin

53 %

£.5"

Ok
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CROPPING IMAGES

Microsoft Word also provides tools to remove areas of your photo. To start, click the picture to
select it. Then click Picture Tools — Format - Crop:

& smatomad - Fasgn- | [T g

ects »

Postion Wiap e
outs o ey HljSelectionPane 7k Rotate-
Picture Sy 5 Anange

= 7 : —
M T T sy p— =4 = a0 £ (| eight: 238
m—— P e e R (=] - [
eeeeee Correcti - - tion Wrap Ci0p | = w3457
Background T Test~ - B
Ficture Sties P s ~
3
Pageiald  2Mowerds [[F BN s - t + 1%

Click and drag these handles to remove part of the photo, like this:

Cropping Options
If you click the drop-down arrow on the Crop command on the Picture Tools — Format tab, you
will see advanced cropping options:
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__.
I -p.

Crop

-

-F|' Crop
L?;-' Crop to Shape »
Aspect Ratio  »
as Fill
Tal Fit
The options are as follows:

= Crop: Shows handles for simple cropping, which we just looked at.
= Crop to Shape: Allows you to pick a shape for cropping.
* Aspect Ratio: Crop a picture for a particular height/width ratio.
= Fill: Resize a picture so that the original area is filled.
» Fit: Make all picture content fit inside the cropped area.

AcTiviTy 3-1
Resizing an Image

Imagine that you work for a graphic design company. One of the managers has put together a
simple portfolio, but they need your help with arranging and formatting the images in the
document. In this activity, you will begin that task.

1. Open Microsoft Word 2016 and open Activity 3-1:
Activity 3-1
m Microsoft Word Document
3.35 MB

2.  Scroll to the second page of the document. Click the first logo to select it:

NA wco AA) AAB aassc Aab

Qur Work
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3. Click the Picture Tools — Format tab:

Activity 3-1- Word

Insert  Design  Llayout  References  Mailings  Review  View Format
-9 —
o Cut Cambria (Bogy |11~ 4 == T AaBbCD. AaBbCcD AcSBEEY
o] 5B Copy e
aste J » abe X 3 aly -
o NFormatPainter 0 1 U T X 4
Font Paragraph

Clipboard &

4. Type “2.5” in the Width field and press Enter:

ard +~  [2 Align~

Fe Ll do.

p— icture Border - ring For -

| IE' - - 0 Sent rd - 1B Group

— Position Wrap. Crop | =2 . =
=g o fede HiselectionPane  “hRotater . |e= Width:

size [

Picture Styles [ Armange ~

5. Click the second logo on the page:

=gpEeA

Qur Work

AN.P

ASIMOV NUCLEAR
POWER PLANT

6.

AN.P

X
I ASIMOV NUCLEAR
~—) POWERPLANT
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7. Now, click the final logo to select it:

AN.P

\ ASIMOV NUCLEAR
—)  POWER PLANT

8.  Click Picture Tools — Format = Crop - Crop to Shape - Rounded Rectangle:

L2 Picture Border~ ) fing Forward - [3 Align
e p— L2 Picture Bord 4 Bring Forward ~ |2 Alig
= El - | @ Picture Effects - i Send Backward ~ £ Group
- _ Position Wrap _ .
| BL Picture Layout~ © Text- ol Selection Pane A Rotate

k

Cvjm o Width: 65"
Picture Styles & Arrange # Cop = -

) CroptoShape » Rectangles
AspectRatio » (IO

a8 Fill L
. © NRounded Rectangle [y o 0y @ @
— ¢oogrLg 080
[CISIAMGIVER X @< i)
G0y
Block Arrows
PEGLQTELHPR IS
6 v o>
Foa
Equation Shapes
Fe=R =R
Flowchart
Do /O0005=0dY
CUdN®P X ¢ AVAD
Qs00
Stars and Banners
[RELAQRORHEEE
Eaced:a: oy iminelw]
Gallouts
AOODOOEATAIE: 242
¢ /0A0@

9. Click the Crop command to activate the feature:
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10. Click and drag the middle right-hand crop handle to remove the text from the image:

WS -

11. Click off of the image to complete the crop. Now, click and drag the image upwards until
it is just above the page border. Continue dragging to the right until you see the green
guideline shown below. Release your mouse button to position the image here:

12. Save your document as Activity 3-1 Complete and close Microsoft Word 2016.
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TOPIC B: Adjust Image
Appearance

Although Microsoft Word is not designed to be a photo editing program, it does contain basic
tools to modify the appearance of an image. In this lesson, we will introduce you to some of
these options, which are located on the Picture Tools — Format tab.

Topic Objectives
In this topic, you will learn:

About the commands in the Adjust group on the Picture Tools — Format tab
How to correct an image

How to recolor an image

How to apply artistic effects to an image

How to compress an image

How to remove the background of an image

How to apply styles to an image

THE ADJUST GROUP

You’ve seen that when you add any type of picture to a document, the Picture Tools — Format tab
will open:
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Let’s review the commands in the Adjust group, which will be the focus of this topic.

oo

Remaove
Background

Corrections

-

Colar

-

Artistic
Effects =

]Q:Cnmpress Pictures

Eg Change Picture

¥.] Reset Picture -

Opens the Background Removal tab, which provides tools to remove
parts of the picture’s background.

Opens a menu with commands to sharpen or soften the picture, or
change brightness and contrast. The Picture Corrections Options
command at the bottom of the menu opens the related area of the
Format Picture task pane.

Opens a menu with commands to adjust the saturation and tone of the
image or recolor the picture. You can also make a particular color in the
image transparent. The Picture Color Options command at the bottom
of the menu opens the related area of the Format Picture task pane.

Opens a menu with thumbnails of artistic effects that can be applied to
the photo. The Artistic Effects Options command at the bottom of the
menu opens the related area of the Format Picture task pane.

Opens the Compress Pictures dialog, where you can set the target
resolution in pixels per inch for the current photo or all photos.

Swap the current photo for another photo, preserving the size, location,
and some formatting options.

Remove any formatting applied to the picture. Or, click the drop-down
arrow to reset both formatting and size.
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CORRECTIONS OPTIONS

The first command that we will explore is the Corrections menu in the Adjust group of the Picture
Tools — Format tab:

L2 i rder =
| ] P e e == Picture Bordes
| || || ] ol s - | @ Picture Bfects -
Remove Corrections Colos A = — =

Reset Picture = = | B, Picture Layout =

Background | @ %‘7 - e
Sharpen/Soften Ficture Styles

B { i A L
b QM oM QM -
2= 28 | e

Brightness/Cantrast

| Es
S
P
= =
[

Here, you can choose from a variety of presets to sharpen or soften the picture, and to adjust the
brightness and contrast. The current presets will be highlighted, as shown above.

To manually set options for each of these categories, click the Picture Corrections Options
command at the bottom of the menu. This will open the Format Picture task pane to the Picture
Corrections sub-category of the Picture category:

Format Picture 2
& O o
4 Picture Corrections
Sharpen/Soten
presets
Shapness 1
Srightness/Contrast
Presers
Bightness

Contrast i o

Ficture Color
Crop

Notice that you can choose a preset for each category or use the slider to manually set each
option. There is also a Reset command that will become available after you make changes.
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Picture Contrast and Picture Brightness
Contrast refers to the difference between tones in an image. Brightness refers to the amount of

white in the image.

COLOR OPTIONS

Next, let’s look at the Color menu, also found in the Adjust group of the Picture Tools — Format

tab:

H ©-

File Home

r
il
Remave Corrections
Background <

Insert

=

Design Layout References Mailings

:El: Compress Pictures

. =
o [ e I -
E;I K Change Picture el | ol ; el
Color  Artistic —_—
+ Effects - "1 Reset Picture -
Color Saturation
P L85 2080 | 18 2080 08
L 1“;)' 1“;)’ 1“;)’ e = =
Color Tone
P g 1 | 2
= - = [ al = - -
Recolor
- - - -
298| 00 gl -
&> & = i
. v C l!f:'-'.
2095 208 282 097 S0 % 709

?.1‘ Mere Variations
E{ Set Transparent Color

{21 Picture Color Options..,

Review

Once again, we have several categories of presets, including Color Saturation, Color Tone, and

Recolor. You can click any of the presets to apply them; the current presets have borders

surrounding them.
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To recolor the picture with a color not shown here, click More Variations and choose a color:

=] s - s Picture Tools ZoomFoods - Word
File Home Insert Design Layout References Mailings Review i Q Tell me what y
(o] (@i I F [
z G e e 0
y : ] Change Picture el | ol | el P
Remove  Corrections Color Artistic E g‘ = — W, S—
Background v ~  Effects~ 1= Reset Picture ~
Color Saturation e Styles
- 708 g0t /O""‘ /OOM, /90"‘ 700 g0
z = B
e (F v— [ i
Color Tone
D0l ol ok 00“ 00“ ot g0t
2085 1000 S0l L0l 0l Lot Lo0l
(g = B [ \e— [ =
Recolor
oM M v M-
o\ >
- (g (o
2 ol gl ol & 22
v More Variations »  Theme Colors
h H EEEENEN

%4 Set Transparent Color

&‘,l Picture Color Options...

I
||HI||||I|

Standard Colors
| ] | fEEEER

“v More Colors...

The next option in the Color menu, Set Transparent Color, will allow you to mark a color to be
made transparent for the whole image. Here, we have clicked the Set Transparent Color
command and are selecting a shade of gray to be made transparent:

£ pieture fer = i ring Forward = 7 Align =
TR == Picture Bord 1Bring Forward - [F
= Q@ Picture Hfects - 1 Send Backward = [ Grou
Position Wrep .
B P yots e Tate 55 e
..... Fiture Sites range ~
¥
P P wer a sol P hang o i BN = t + 1%
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Here are the results:

Finally, you can click the Picture Color Options command at the bottom of the menu to open the
Format Picture task pane to the Picture Color sub-category of the Picture category:

Format Picture

H O

I Picture Corrections

4 Picture Color

Color Saturation

Presets

Saturation —
Color Tone

Presets
Temperature —

Recolor

I Crop

This task pane provides much finer control over saturation, tone, and color options. You will also
find a Reset command to reverse any changes that you have made to the currently selected

preset.
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ARTISTIC EFFECTS OPTIONS

Finally, the Artistic Effects menu will show you some presets for adding an artistic flair to your
picture:

H S R

File Home Insert Design Layout References Mailings Review

i = EFi :
Eﬂ |;£ = Compress Pictures

: a7 E‘g Change Picture | el | ol el

Remove Corrections Color ' Artistic & ) — -
Background - - Effects% |«] Reset Picture ~

Adjy Picture St

ﬁa,,'/’ l_i;e/’/’

o =

s aOM- M
afﬁ" 209 ,;gj? —
, & 5
M of5iv
o 9O B, 2
788 208 il o

@;!/ Artistic Effects Options...

Just click a preset to apply it. Or, click the Artistic Effects Options command at the bottom of the

menu to open the Format Picture task pane to the Artistic Effects sub-category of the Effects
category:

Format Picture v X

OO E

I Shadow

I Reflection
I Glow

I Soft Edges
k 3-D Format
I 3-D Rotation

4 Artistic Effects

Artistic Effects -
Transparency | 0% .
Size —_— | o7 .
Reset

Here, you will be able to set different options for each effect, or reset the effect to its default
appearance.
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COMPRESSION TOOLS

Next, let’s look at the Compress Pictures command. When you click this command, you will see
the following dialog box:

Compress Pictures ? *

Compression options:
Apply only to this picture
Delete cropped areas of pictures

Target output:
l:::l HD (230 ppi): good quality for high-definition [HD) displays
O Print (220 ppi): excellent quality on most printers and screens
l:::l Web (150 ppil: good for web pages and projectors
O E-mail (26 ppi): minimize document size for sharing
@ Use document resolution

Cancel

The first option indicates that these options will apply only to this picture; uncheck it if you want
these settings to apply to all photos in the document. The second option allows Word to delete
cropped areas of pictures. (If you’ve finished editing a picture, this is a good way to trim down
the size of afile.)

Then, you have options to set the resolution of the pictures in the document. Normally, you
won’t need to change these settings, but they can be useful if you need to reduce a document’s
size to e-mail it. Once you’ve set your options, click OK to apply the settings or click Cancel to
discard them.
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THE BACKGROUND REMOVAL ToOL

Word also features some powerful background removal tools. To start, select a picture, click the
Picture Tools — Format tab, and click Remove Background:

This will highlight the background area to be removed in pink and open the Background Removal
tab:

You can accept Word’s default assessment of what to remove, or you can click Mark Areas to
Keep/Mark Areas to Remove and paint the picture. Also note the Delete Mark command. This
acts like an eraser so that you can remove marks that you have placed.

Once you have finished, click the Keep Changes command. Here is the final result:
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APPLYING PICTURE STYLES

Just as with text, there are a number of pre-defined styles that you can apply to pictures. Just
select the image and choose the appropriate thumbnail from the Picture Styles group on the

Picture Tools — Format tab.

You will see a preview of the style applied to the photo as you mouse over each thumbnail:

Like other galleries, you can use the arrows to scroll through the available styles, or click the

More arrow to view all styles:

H a5 2 = Picture Tools ZoomFoods - Word

File Home Insert Design Layout References Mailings Review

Cu g Elcommes pictues
it -

E‘g Change Picture
Remove Corrections Color  Artistic . i
Background - +  Effects- sl Reset Picture ~

Adjust

@ Tell me what you want to ¢

Farmat

[ e Bl ]
= ==
- ey
| et
= o,
= =

[TIIYIM ¥

REYN YR
ki k1O LI
B

L

VRYETH Y

Last but not least, you can use the menus to the right of the gallery to customize the current

style:

[= £l PictureTools  ZoomFoods - Word

File Home  Insert  Design  Layout  References  Mailings  Review  View

ol = Ce Pict
Eﬂ Eﬁ =] Compress Pictures RS —
i "= I Change Picture | | o] | Pprv ey
Remove  Corrections Color Artistic X —_— — =
Background - +  Effects~ ‘1 Reset Picture ~ L Picture Layout
Adjust Picture Styles ®

122 of 385



Microsoft Office Word 2016 — Part 2

ACTIVITY 3-2
Adjusting Image Appearance

In this activity, you will try some different image manipulation techniques on your artist’s
portfolio.

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

—~ Activity 3-2
ME Microsoft Word Document
—| 3.27ME

2.  Click the image on the first page of the document to select it:

BUCeD | AsBRCeD | AA weco AL AAB asssc wmcr AAB

Artistic Portfolio
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3.

4.

Click Picture Tools — Format - Color. Choose a color that complements the rest of the

title page:

Artistic Portfolio
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5. Let’s add an effect to this logo to help it stand out. Click Picture Tools — Format -
Artistic Effects - Photocopy:

H - O -

File Home Insert Design Layout References

(o} %]  [7#=] I Compress Pictures
= 2

Eg Change Picture
Remove Corrections Color ' Artistic A )
Background > +  Effects~ < Reset Picture ~

Adju A

%/ Artistic Effects Options...

6. Now, hold the Ctrl key and click all three logos to select them:

7.  Click the More arrow in the Picture Styles gallery on the Picture Tools — Format tab:

L2 Picture Border~

i
—
T it & Picture Effects~

BL Picture Layout »

i
ki

]

125 of 385



Microsoft Office Word 2016 — Part 2

8.

9.

Move your mouse over some different styles to see how they will look. When you are
finished, click “Reflected Perspective Right:”

s -

Now, let’s customize this style. With all three images still selected, click Picture Tools —
Format - Picture Effects - 3-D Rotation - 3-D Rotation Options:
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10. The Format Picture task pane will open to the Effects category with both the 3-D Format
and 3-D Rotation sub-categories expanded. (If one of these categories is not expanded,
click its name to see its options.) Change the value in the Lighting — Angle field to 90:

Format Picture v X

H O E |

I Shadow -
I* Reflection

I+ Glow

I~ Soft Edges

4 3-D Format
Top bevel

_] . Width | 5pt :

. Height | 4 pt :

Bottom bevel

y Width 0pt s
Height | 0pt -
Depth
My - Size 0 pt :
Caontour
& S Size 0 pt :
Material
T -
Lighting
e [\ ]
= 7
Reset
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11. How has this change affected the logos?

y Qur Work

Format Picture
D0 B

Shadow
Refection
Gl
Sontages

+ 3.0 format
Topbeet

Hortom bevet

o e -

12. Close the Format Picture task pane:

Format Picture

OO @ |

I Shadow

I Reflection

I Glow

I Soft Edges

4 3-D Format
Top bevel

Bottorn bewel

[— Width
Height
Depth
Caontour
Material
—_—
Lighting
Angle
=
Reset

l Width

4

Opt

Opt

x

Close

.

128 of 385



Microsoft Office Word 2016 — Part 2

13. Finally, let’s discard the crop settings from the last activity for the third logo. Hold the

Ctrl key and click the first two logos to de-select them. Then, click Picture Tools —

Format - Compress Pictures:

14. Leave the settings at the default and click OK:
Compress Pictures ? >
Compression options:
Apply only to this picture
Delete cropped areas of pictures
Target output:
@ HD (330 ppil: good quality for high-definition [HD) displays
O Print (220 ppi): excellent quality on most printers and screens
O Web [150 ppil: good for web pages and projectors
D E-mail (26 ppi}: minimize document size for sharing
O Use document resolution
15. Save your document as Activity 3-2 Complete and close Microsoft Word 2016.

Qur Work
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TOPIC C: Integrate Pictures and
Text

Now that we understand how to customize all aspects of an image’s appearance, let’s look at
how to integrate that image with text using tools such as text wrapping and rotation. We'll also
look at creating a caption that is integrated with an image.

Topic Objectives
In this topic, you will learn:
= About text wrapping styles in Microsoft Word
= How to change a picture’s position on the page
= Techniques for rotating images
= How to add captions to an image

TEXT WRAPPING STYLES

The way that a picture interacts with the text around it is controlled by text wrapping options. To
change text wrapping, select the picture and click Picture Tools — Format - Wrap Text:

Businpss Overview

= Our Vision

= JoomFaods will prepare and distribute pre-

ackaged, frozen, gourmet meals that are sold in grocel
packeg 8 Brocery To be the world
stores. Consumers can then purchase the meals and reheat

them at home. leader in healthy,

high-quality, pre-

You will see a menu of wrapping styles; just click the style that you want to apply. Each option’s
icon shows a small preview of what the image and text will look like. The icon for the current text
wrapping method will be highlighted, and new options will be previewed as you mouse over
them. (Note that all styles except “In Line with Text” allow you to drag the image wherever you
want on the page.)

A quicker way to access these options is to click the Layout Options button next to a selected
image:
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ot Layout Options
Choose how your chject interacts
with the text around it.

oomFoods will prepare and distribute pre-

The Layout Options mini task pane will then open, allowing you to choose a text wrapping style:

Business Overview
LAYOUT OPTIONS x

Im Line with Text

e

1 distribute pre-

With Text Wrappi ;
PRI Kold in grocery

packaged, frozen, gou

stores. Consumers cal -f 3 Y- SM: meals and reheat

them at home.

m ——

Move with text &

See more...
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The More Layout Options command in the Wrap Text menu (and the “See more” link in the
Layout Options pane) will open the Layout dialog, where you can access advanced text wrapping
and position options:

Layout ? x

Position  Text Wrapping Size

Wrapping style

o ~ o o d ~

In line with text Square Tight Through Top and bottom

EBehind text In front of text

Wrap text
Both sides Left only Right only Largest only

Distance from text

Top o = Left |0.13 =
Bottom |0 = Right |0.13 =
oK

Configuring Wrap Points
To customize exactly how text wraps around the image, click Picture Tools — Format - Wrap Text
-> Edit Wrap Points:

H -0 = PictureTo..  ZoomFaods - Word

File Home Inset  Design  Llayout  References  Mailings  Review

i ]  pi o X i - d
Eﬂ Eg "= Compress Pictures — S — [Z Picture Border 1 Bring Forward ~ |

- o B Change Picture | | ol || ol il ool El ~ | Q Picture Effects - 00 Send Backward ~
Remove  Corrections Color Atistic - 15 o Pasition Wrap - B
Background - +  Effects~ = Reset Picture ~ %% Picture Layout ~ +  Text~ ol Selection Pane 1

Adjust Picture Styles (]

Square
Tight
Through

Behind Tet
In Front of Text
14 Edit Wrap Points

v Move with Tedt
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The image will now be surrounded with a red border and black resize handles. Click and drag
these handles to modify the wrap point:

Business Overview
—n
7 'd £ ZoomFoods will prepare and distribute pre-

— ;

_ o LRI ==
ol £ wrE-

| v J-___‘_A-am

0. e in grocery stores. Consumers can then

packaged, frozen, gourmet meals that are sold

ai purchase the meals and reheat them at home.

Here are the results of this change:

Business Overview

ZoomFoods will prepare and distribute pre-

!
Fa 1.7 P
. o 1" J 00 P packaged, frozen, gourmet meals that are sold
- '\_._;__,.-" | -_M.l
f ot &;,,-J‘"" in grocery stores. Consumers can then
L=

purchase the meals and reheat them at home.

PICTURE POSITIONING OPTIONS

You can also use the Position menu on the Picture Tools — Format tab to choose where to place
the picture on the page and have Word automatically set text wrapping. Once again, each icon
will show you the related settings, and you will see a preview as you mouse over each option:

ZoomFoods - Word

Q Tell me

Br

cts -
Position Wrap _
+  Text~ Ol Selection Pane

o -

4] Change Picture
Remove  Comections Color Atistic
- Effe

- | & Picture Effe:
By = cts - I Reset Picture - = BL, Picture Layout ~

Adjust Picture Styles & | InLine with Text

=]

With Text Wrapping

(i) (e

(I T
[ (Il

L]

IF More Layout Options...
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The More Layout Options command will open the Position tab of the Layout dialog:

Layout ? x
Position  Text Wrapping Size
Horizontal
Alignment |Left e | relative to |Cn|umn ~ |
Book layout |Ir15ide e | of |Margin ~ |
Absolute position |D' = | to the right of |Cn|umn e |
Relative position | = | relative to |F'age b |
Wertical
Alignment |Tc|p e | relative to |F‘age ~ |
Absolute position |D' = | below |F‘aragraph e |
Relative position | = | relative to |F'age w |
Options
Move object with text Allow overlap
Lock anchor Layout in table cell
| oK | I Cancel I

Here you will find options to precisely control the position of this image.
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Alignment Guides

When you are moving an object or image in Word 2016, bright green guides will appear when the
object is in line with other objects or elements. For example, the center of this image is in line

with the center of the page:

Page1ol9  ewords (7

\9BBCcD: AGBBCED:
Emphasis [+

BN s -

A
35 Repisce

b Select -

% Eding

This feature can be enabled or disabled by clicking Picture Tools — Format - Align - Use

Alignment Guides:

R

View Griclines

i God Settings
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ROTATING IMAGES

To rotate a picture, click and drag the circular handle at the top of the image:

Or, select a picture, click Picture Tools — Format = Rotate, and choose a rotation option:

=\ h |

e

&5 Change Picture. focts - £ 5end Backward G
Remove  Comections Color Atistic Postion Wiap Ciop ik
Background . " Hects T RestPicture + e Tty Bl Selection Pane PRSI -
Aot mewesyen o anamg A Rot
i@

You can also see options in this menu to flip the picture vertically or horizontally.
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The More Rotation Options command will open the Layout dialog to the Size tab:

Here, you can enter a specific degree of rotation in the appropriate field
it.

Layout

Position  Text Wrapping Size

Height

4k

(@) Absolute 2.5

4k

Relative
Width
(® Apsolute |3

4

4k

Relative

Rotate
Rotation: o -

Scale
Height: a7 % -
Lock aspect ratio
Eelative to original picture size
Criginal size
Height: 2.86°

relative to

relative to

Width:

Width:

Page

Page

a7 %

3.43

Ok

Reset

. Then, click OK to apply

137 of 385



Microsoft Office Word 2016 — Part 2

ADDING CAPTIONS

Captions allow you add text descriptors to visual elements in your document, such as pictures or

charts. In addition, they can be used when creating cross-reference links.

To insert a caption, select the image that you would like the caption to be applied to. Then, click
References = Insert Caption:

The Caption dialog will open. In this dialog, you can choose what label you would like to use, as

well as its positioning. (By default, Word labels each caption as “Figure” and will place this

caption beneath the selected item.) Click OK to create the caption:

Caption 7 X
Caption:
Figure 1: Qur Lugaln"
Options
Label: Figure e
Position: |Below selected item -

|:| Exclude label from caption

Mew Label... Mumbering...

AutoCaption... Cancel
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The caption will now be applied and the Drawing Tools — Format tab will be available so that you
can modify it:

AcTIvITY 3-3
Integrating Pictures and Text

In this activity, you will integrate a new image into the title page of the artistic portfolio.

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

—- Activity 3-3
mE Microsoft Word Document
—| 392 MB

2.  Ensure that your cursor is on the first page of the document. Click Insert = Pictures:

Artistic Portfolio
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3.  Browse to your Exercise Files folder. Locate and select the Logo image. Click Insert:

) insert Picture X

« v 4 || « Desktop » MOS5011_Word_2016_2 Exercisefiles + Starting Files for Activities  Lesson 3 v|® | Searchlesson r3

Organize +  Newfolder =+ m @
s Quick access

e
B Desktop * | smim
& Downloads  # ”‘”“J
[£ Documents  # ’
-

=) Pictures Loge

B Music
B Videos

[ Microsoft Word
7@ OneDrive

[ This PC

¥ Network

*& Homegroup

File name: | Logo | [anpictures v

Tooks - T

4. The image will be added, but will not be visible due to its position. To fix this, click
Picture Tools — Format - Position and choose the position shown below:

* lection Pane A Rotate ; .
o
ﬂniﬂ
Desig1 = = =

5. To ensure that the new image stays visible, click Picture Tools — Format - Wrap Text -
In Front of Text:

Remove  Comections Color A
Background - -

Adjust

3113 1d] P

e ]

Move with Test
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6.

7.

8.

Now, click the rotation handle at the top of the image and drag it slightly to the right,
like this:

. il
NN {
= A\
Y Sty
/ 7

%esigns

Artistic Portfolio

Next, let’s add a caption to the other image on the title page. Click it to select it:

Artistic Portfolio

Click References - Insert Caption:

H - = Picture Tools Activity 3-3 - Ward
File Home Insert Design Layout References Mailings Review View Format Q Tellmew nt to do...
Add Text Insert Endnote B/ =) Manage Sources Insert Table of Figures Insert Index
Update Table AE} Next Footnote = EQ Style: aPA - Update Table Update Index
Table of Insert Insert Insert Mark
Contents ~ Footnote [= Show Notes Citation ~ £ Bibliography - Caption| [H Cross-reference Entry
Table of Contents Footnotes Citations & Bibliography Captions Index

141 of 385



Microsoft Office Word 2016 — Part 2

9. The Caption dialog box will open. Check the “Exclude label from caption” box:

10. Inthe Caption box, type, “: Our award-winning artists hard at work!” Then, click OK:

Caption ? >

Caption:
|F|:'3ur€ 1/ |
Options

Label: Figure

Position: | Below selected item

Exclude label from caption

Mew Label... Mumbering...

AutoCaption... Cancel

Caption ? >
Caption:

1: Qur award-winning artists hard at work!f |
Options

Label: Figure ~

Position: | Below selected item b

Exclude label from caption

Mew Label... Mumbering...

AutoCaption... Cancel
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11. The caption will be created:

) N\
Ly \
Sr22z; \
i

=

Artistic Portfolio

12. Save your document as Activity 3-3 Complete and close Microsoft Word 2016.
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TOPIC D: Insert and Format
Screenshots

Microsoft Word 2016 also offers the ability to add screenshots (pictures of your computer
screen) to documents. In this topic, we will learn all about this tool.

Topic Objectives

In this topic, you will learn:
= About the Screenshot tool

THE SCREENSHOT TOOL

Adding a screenshot to a document involves a few steps. To start, make sure that the window
that you want to take a picture of is maximized. Then, bring up Microsoft Word. Click to place
your cursor in the document at the location where you want the image to be inserted.

Finally, click Insert = Screenshot, and click the window that you want to take an image of:

B ©-

File Home Design Layout References Mailings

BEEEEEE: W
K o

B U= O ke & T 1| @ @

Cover Blank Page Table  Pictures Online Shapes SmartArt Chart Screenshot aM}rAdd—ins - Wikipedia

Page~ Page Break - Pictures = -

Pages Tables Nustrations Available Windows

&4 Screen Clipping
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If you do not see the desired window in the list, first minimize all windows. Then, maximize the
desired window and maximize Word. Now, click Insert - Screenshot - Screen Clipping. You will
now be able to manually select the portion of the window that you want to take an image of.

With either method, you will be asked if you want to link the image back to the source (if you are
capturing an image from a website). We will click Yes for this example:

Microseft Word

o Would you like to automatically hyperlink your screenshot to the URL of the captured browser window?

[]remember my choice

=

elements you want from the ditferent galleries. Themes and styles also help keep your document
coordinated. When you click Design and chaose a new Theme, the pictures, charts, and SmartArt
graphics change to match your new theme.

When you apply styles, your headings change to match the new theme. Save time in Word with new
buttons that show up where you need them. To change the way a picture fits in your document, click it
and a button for layout options appears next to it. When you work on a table, click where you want to

add a row or a column, and then click the plus sign.'>"

. B

You can now work with the screenshot as you would any other image.
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AcTiviTY 3-4

Inserting and Formatting Screenshots

In this activity, you will create a special sneak peek memo for your artistic portfolio, which is

almost complete.

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

2. Gotothe second page of the document. Click View - One Page:

3. Now, open Activity 3-4B:

Activity 3-44
Microsaft Word Document
4,05 MB

Activity 3-4B
Microsaft Word Document
40,5 KB
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4. Ensure that your cursor is below the title, but before the final line of text. Click Insert -
Screenshot - Screen Clipping:

. gek of Our
New Portfolio!

—_—

oming sonuery 20

5. The Activity 3-4A document will re-maximize, with a transparent mask placed around it.
Click and drag around the outer edge of the blue page border to capture it:

Qur Work

()
JEBLECONNEE,
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6.

The image will be captured and added to the Activity 3-4B document:

Our Work

Camng Jorvory 2030

(The size may vary slightly depending on your monitor and window size. If so, that’s OK.)

Now, let’s resize it. Type “6” in the Height field on the Picture Tools — Format tab and

press Enter:

= B D E Align -
RS — L Picture Border Bring Forward [z Align
P e El - &3 Picture Effects - Send Backward Group
— - Position Wrap .
= BL picture Layout = +  Text- Dl Selection Pane A Ratate -

Picture Styles ] Arrange Size

Click Home - Center to align the image to the middle of the page:

-

Insert Design Layout References Mailings

Crop o width: [5.92°

‘ - - -— — [— —
N & Cut Century Gothii~ 105 =| A" A" |Aa~ fo = -i=-'-- &
. ER Copy
aste - : L oaky - = == T=.
- ¥ Format Painter B MedEn o A 7 - A - _ - =
Clipboard P Font ] Paragraph
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9. Your document should now look like this:

A Sneak Peek of Our
New Portfolig!

Our Work

e il % -

10. Save your document as Activity 3-4 Complete and close Microsoft Word 2016.
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Summary

In this lesson, we learned all about working with images in a document. To begin, we covered
basic resizing and cropping tasks. We also took a close look at the modifications you can make
with the Adjust group, including recoloring, correcting, and compressing an image. The lesson
wrapped up with information on integrating pictures and text and adding supplementary items,
like screenshots and captions, to a document.

REVIEW QUESTIONS

1. Which command on the Picture Tools — Format tab allows you to sharpen or soften an
image?

2. What is the command sequence to add a caption to an image?
3. List the steps to add a screenshot to a document.

4. What aspects of a picture style can be customized?
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LESSON 4:
CREATING CUSTOM GRAPHIC
ELEMENTS

Lesson Objectives

In this lesson you will learn how to:

= (Create text boxes and pull quotes

= Draw shapes

= Add WordArt and drop caps to text

= Create complex illustrations with SmartArt
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TOPIC A: Create Text Boxes and
Pull Quotes

It’s now time to look at some advanced types of graphics. To begin, we will learn about the various
types of text boxes that you can add to a Microsoft Word document. We will also explore ways to
format and customize text boxes.

Topic Objectives
In this topic, you will learn:
= About the types of text boxes available in Microsoft Word
= How to insert a pre-defined text box
= How to draw a text box from scratch
= About the commands on the Drawing Tools — Format tab
= How to apply text box styles
= How to manually format text boxes
= How to add shadow and 3-D effects to a text box
= How to change the direction of text in a text box
= How to save a custom text box to the text box gallery
* How to arrange text boxes

TYPES OF TEXT BOXES

A text box is an object that is primarily designed to hold text. However, it can also hold other
illustrations, like pictures and shapes. Text boxes are an excellent tool for advanced layout
requirements as they enable you to arrange text however you like. Text boxes and the text within
them also offer almost unlimited formatting options. As well, they integrate with styles and
themes to help create a consistent look throughout the document.

There are several common uses for text boxes which are reflected in Microsoft Word's pre-
designed gallery. Pull quotes, for example, are designed to sit within a block of text, breaking it up
and drawing the reader’s eye to a key point. Sidebars are designed to sit in the margin and provide
additional information. Keep this in mind when choosing a pre-defined text box.
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INSERTING A TEXT BOX WITH THE TEXT BOX GALLERY

To insert a pre-defined text box, click Insert - Text Box and choose the box that you want:

= Ll
B /= Bl e @ w 3
Cowe Blank Page | Tabe | Picues Onine Shapes Smanket Chirt Screeahot g gy a-mg « WGBS
Page Page sk Picwres -

: Jearmr no
Tt | Quick Wardart Drop

@ L7 1 L | L
g Online | Hyperink Bookmark Cross:  Comment  Header Foater Equation Symbl
Video weference - - ere | Bowe(pans - Cap+ l0bjest - -

wal

lustrations i Media ks Comments Header & Footer

—

=

Note that you can scroll up or down to view the entire list.

Once you click a thumbnail, the text box will be inserted in your document. Now you can click
inside the box and type your text:

[sidebar Title]

2016

ehangs to match the
e BIUTtOnS tha show

153 of 385



Microsoft Office Word 2016 — Part 2

DRAWING A TEXT BOX

To create a simple text box, click Insert - Text Box - Draw Text Box:

Using Microsoft Office 2016

Once you have finished, you can type in the box:

Using Microsoft Office 2016

Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search online for

other.

the video that best fits your document. To make your document look professionally produced, Word
provides header, footer, cover page, and text box designs that complement ea@v

For example, you can add a matching cover page, hea

) i Tip! Use keyboard shortcuts to make Hal
elements you want from the different galleries. Theme ) ) i
) K i working with Word even eaS|er.|
coordinated. When you click Design and choose a new

graphics change to match your new theme.

When you apply styles, your headings change to match

buttons that show up where you need them. To chang; o——— Or ¥

and a button for layout options appears next to it. When you work on a table, click where you want to
add a row or a column, and then click the plus sign.
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THE DRAWING TOOLS — FORMAT CONTEXTUAL TAB

The Drawing Tools — Format tab is used for sizing, positioning, and aligning objects like shapes, text
boxes, and WordArt:

It contains six groups:
= |nsert Shapes group: Includes a gallery of shapes, as well as a menu of shape editing
options and a command to draw a simple text box.
= Shape Styles group: Customize the appearance of the shape.
=  WordArt Styles group: Customize the text in the shape.
= Text group: Control different aspects of text in text boxes.
» Arrange group: Arrange shapes and objects.
= Size group: Enter specific dimensions for the height and width of the shape.

APPLYING TEXT BOX STYLES

To apply a style to a text box, ensure it is selected. Then, click a thumbnail in the Shape Styles
gallery. You will see a preview as you mouse over each thumbnail:

Remember, you can use the up or down arrows to navigate through the gallery, or click the More
arrow to view all available styles.
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FORMATTING TEXT BOXES

You can use the Shape Styles and WordArt styles groups on the Drawing Tools — Format tab to
change the appearance of the text box and its contents:

H ©- 6 s Drawing Tools Using Microsoft Office 2016 - Ward
File Home  Inset  Design  Layout  References  Mailings  Review  View Format ou u
B~ S O 0] 5 Edit Shape — — —— - L2ShapeFill- - A Text Fill -
AT Ly L (5] - | E Draw Text Box ‘ Apc | ‘ Abc ‘ | Abc | Ac | Abc ‘ ‘ Apc | + [Z Shape Outline - A A ﬁ ~ A Text Outline ~
K IRIAN N 45 e ———— T T % (3 ShapeEffects~ = 5] A TextEffacts -
Insert Shapes Shape Styles ) WordArt Styles ]

You can even use the tools on the Home tab and the mini toolbar to format the contents of the
text box:
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APPLYING SHADOW AND 3-D EFFECTS

To add a shadow to your text box, click Drawing Tools — Format - Shape Effects - Shadow, and
choose the effect that you want:

H ©- O = Drawing To... Using Microsoft Office 2016 - Word

File Home  Inset  Design  layout  References  Mailings  Review  View Format Q Tellm
~ OO Ol | i Edit Shape - — | 22 shape Fill - B A
AL L b (35 + | E Draw Text Box n ﬂ D ‘ | ﬂ u | L# Shape Qutline - A A - A
KERIANIRE - il f— % (3 Shape Effects - e

Insert Shapes Shape Styles WordArt Styles
|:] Preset »

D s . No Shadow
D Reflection  »

Outer
D Glow »
4 3
Soft Edges  *
[ ] Bevel »

\j 3-D Rotation » ) r

C OO0
C o
uUuJd

Perspective

—

[0 shadow Optiens...
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To add a 3-D effect to your text box, click Drawing Tools — Format - Shape Effects - 3-D Rotation
and choose the rotation style that you want:

H - 0 s raw Using Microsoft Office 2016 - Word
File Home Insert Design Layout References Mailings Review Format Q 1e what you want to do...
N OO O - | £ Edit Shape - -| £ Shape Fill - A Text Fill
AT Ly L (5 - | E Draw Text Box . n n n D u ﬂ + L7 Shape Outline - A A : - B Text Outlin
KIRANER S ] 3 Shape Effects = ' T Text Effects

Insert Shapes Shape Styles WordArt Styles
Preset >

(] swon
D Reflection  *
Doow

SoftEdges  »
|] Bevel »
3.D Rotation » e Rotation
"I
Parallel

10 <=
[ <

Perspective
J &

==
Caft

C O )

&y 3-D Rotation Options...

You can also apply a shadow or 3-D effect to the text itself with the Text Effects menu:

H ©- 0 = ora Using Microsoft Office 2016 - Word
9
File Home  Insert  Design  layout  References  Mailings  Review Format Q Tell me what you want to do.
N OO O] -] £ Edit Shape - L2 Shape Fill - - A Text Fill = m}
Amme.ggg@ggmmAAH¢MP¢
USRI s =
% VL prdle 3 Shape Effects - A Text Bisn ecs

Insert Shapes Shape Styles ] WordArt Styles ™ <
_5&5 Shadow »

/4, Reflection »

,J’PA\ Glow »
A\
B s

dbg Trensform >
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CHANGING TEXT DIRECTION

To change the direction of text in a text box, click Drawing Tools — Format, click Text Direction,

choose the desired orientation:

E N\ OO 0| | £ it shape~
AL L& (|- | [ Draw Test Box
AN Rk

Insert Shapes

.GGD\ \ﬂ@ Lo
7 Q2 Shape Effects -
-

Shape Styles

Format

A, TextFill ~

=] A Text Outline -

AAA:
71 A\ Text Effects -

WordArt Styles

Qsh ape Fill -

To modify advanced settings, click Text Direction Options from this menu:

Text Direction - Text Box ? >
Orientation Preview
Text
: The quick
brown fox
= jumps over the
E g
lazy dog.

Apply to:

Cancel

SAVING THE SELECTION TO THE TEXT BOX GALLERY

Once you have customized a text box, you can save it for future use by selecting the box and
clicking Insert - Text Box - Save Selection to Text Box Gallery:

B DF@oiﬁlllmﬁm

G (ot brre T B G Grps o @i Gx
Page Page Bresk | = Picture

Pages Tables Illustratio Add-ins

hot | 8y Adding « Widpedi | Orine
ideo

Hyperlink Bookmark ~ Cro:
reference

Links

B 4 Az
Tet  Quick WordArt L‘\ ng

B 00 [

» Number~ | Boxv Parts~

raw Text Box

Dr
Ufl Save Selection to Text Box Gallery |\,

N = E

Tet  Align Create Positi
vemonkTex!' Link

.

2
E R 1l text 270
2 Rotate all text 270°

|If Text Direction Options...

and
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Now, set your options and click OK:

Create Mew Building Block ? >
Mame: Tip Bmd

Gallery: Text Boxes =
Categony: General =
Description:

Save im: Building Blocks w
Dptions: Insert content only w

If you choose to save the object in the Building Blocks template, you will be prompted to save the
changes the next time you close Microsoft Word. Then, the custom text box will be available in any
document.

ARRANGING TEXT BOXES

Once you have text boxes arranged just the way you want them, you can group them so that you
can move them as a single unit. (Note that you cannot group text boxes that use “In Line with
Text” wrapping.)

To start, select the text boxes to group by holding Ctrl and clicking each text box. Then, click Group
- Group on the Drawing Tools — Format tab or the right-click menu:

Using Microsoft Office 2016

Video provides s powertul way to help you prove your paint. When vou click Online Vidso, you can

Video provides & powerful way to help you prove your point. When vou click Online Vidso, you can
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The text boxes can now be manipulated as one object:

2 Srape i~

e

B Srape rtects

Ateetu- -
- i Tet st
= e e+

—
=l 1T-1-1-1

A A

Shape St 3 Wardua Sies . et

Using Microsoft Office 2016

Video provides a powerful way to help you prove your paint, When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type & keyword to search online for
the vides Tomake i word
provides hasder, footer, cover page, and text box designs that complement gach other.

T Far example, you can add a matching cover page, head
hornants you want from the differant gallerics. Therne RLIEL G LU ILEUEUETIEE ]
coordinated, Whan you cck Design and choase 3 neve TRt LR L R IR S
graphics change to match your new therna, ot

your head s -
buttons that show up where you need them. To change the way  picture fits In your dacument, click it
and a button foe Layout options appears next o t, When you work an a table, dick where you wani to
add a row or 8 column, and then dick the plus sign.
D Video provides a powsrful way 1o help you prove your point, When you click Online Video, you can
pistain e smbad cod forthe vidsa you want o add, You can alo yps s keyword to ssarch onlinefor
P Ta make your Word

provides hesder, facter, cover page, and text box designs thet complement asch other. For example,
you can add 8 matching cover page, header, and sidsbsr,

ant from the differen gallesies, Themes and styles alsa
bu lick Design and choase a new Theme, the pictures,
ot naw theme, When you apply stykes, your headings
orghwith new buttans that shaw up where you peed

Add videos to keep your

lick it and a buttan for

To changs v
Lo it, When you werk on  table, cick where you want ta add 2 raw or a calumn, and then cick the plus
sign. Reading is easier, toa, in the new Reading view, You can collapse parts of the document and facus

on the text you want. If you need to . the end, where
you beft off - ewsn o0 snother device

Video pravides  powerful way to help you prove your point. When yau click Online Video, you can

Pagetmtz totwoms 7

TliHeighe:
A Romer | 3R s
ser o
m = - s e

If you want to edit an individual text box, use the Ungroup command on the Drawing Tools —

Format tab or the right-click menu.
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AcTIvVITY 4-1

Creating Text Boxes

In this activity, you will add a text box to the template for an annual report. You will also customize
this text box and save it for future use.

1. Open your Exercise Files folder. Find the Activity 4-1 file, right-click it, and click Open:

Capy e it Seectnene
* ¥
camr Maow Copy  Oeiete Rename  ew roperties
3 ‘o w2 e oicer I rstory (et seection
© T MOSSOTI Word 2016 2 BxecieFiles » Starting Fes for Acttes » Lesson & M D)
i S WE Jae = erdD
loads & . Activiyd 3 — ry
% Documents  # m; "."'r ft Word Documen m; Microsoft Ward Docume by
& Pictures * .
b wsic
B videos
£an OneDrive
I This bC .
@ Network Copy
4 Homegroup Craate shortcut
Delete
Rename
Properies

Sitems 1 item selected 950 KB

X =] Themiten = [ Wlosen - Bsetan

This will open the template file directly for editing.

2.  Scroll to page two of the document. Click anywhere on this page to place your cursor
there. Then, click Insert - Text Box = Austin Sidebar:

@ Header Focter  Page

HEADING 1|ONE

designed 1o coard)

[0 the Inzert tab, the galleries inchide tem
documant. You can use these gallories 1o n
document bulding blocks. When you create pich
current document laok. On the Insert tab, the gal

pages, and other docment building blecks. When you create pictures, charts, or diagrams, they clsc
coordinate with your current document look.

Heading 2| twe
You can sasily change the formanting of selected text in the document rext by choosing @ look for the
text from the Guick Styles gellery on the Home tab. You can alio farmat text directly by using the ol
cantrols on the Home fab. Mast controls affer @ choice of using the loak from the current theme or usin
formiot that you spedfy directly.

The quote iz bold and distinctive. The galkeries incluce items that are designed to coordinate with the
look of your document.

On the knsart tabs the galleries inchde items that are desigred 1o coordinate with the averall ook of | o -

dogumant. You can use these galleries o insert tables, headars, foatars, lists, cover pages, and other
dozument building blocks. When you create pictures, chorts, o diograms, they olso coordinote with 3
current document look

Heading 3| three

To change the overall look of your document, chaose new Theme elements cn the Page Layout 1ab. T
the locks aveilable in the Guick Style gellery, use the Change Current Ghiick Style Set command. Bot
Themes gallary ond the Quick Styles gallery provide reset commonds s that you con alwaoys restore:
of your document fo the ariginal confoined in your current femplote. =
You can easily changa the formating of selectes! fext in fhe document taxt by choasing @ loak for the
text from the Guick Styles gallery on the Home fab. You can also format fexi direclly by using the ofher
‘contrals on the Home tab. Most controls offer a choice of using the look from the current theme or wsing a
format that you specify directly.
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3.

4,

5.

The “Sidebar Title” placeholder text should be selected. Type, “Check This Out!”

HEADING 1 |ONE
On the Invert b, S olleies wchucke e thot ore desigred 1o
your docment

‘galleries Yo nseet tobles, headers, footers, lss, cover pages, and other

butkding blocks. When you create pictures, chart, oe diagrams,
thay oo coordinata with your currant document look. On tha Insert fab,
the galleries Incude fems that ore dessgned 1o coordnate with the
overalllock of your document. You con use these galleries to nsert
tables, heoders, foaters,lss, caver pages, and other decument bulding
blodks. Whe you Creote plctures, charts, or dagrams, hey oo
coordinate with your current document look

Heading 2|two

fomateng of
text by chocsing  look for tha selected sext from the Guic Styles
‘goltacy on the Hom 10b. You con olso fomal saxt directly by using the
othar conirols on the Home tab. Mot controls offer a choke of usng the
ook from e current thaeme o vming © format thot yoe ey direcly.
The quote s bold and distictive. The galleries incude Boms that are
dnigned %0 coordnate wih the averolllook of you documens
On the Insert b, the goetes ke e fhot are desigred 1o
coordinate with e overalllook of ycur docment. You con wse these:
‘golleries %o insert fables, headers, focters, lss, cover pages, and other
buiding biocks. When you creata pictures, chart, oe diagroms,
they il coordinate with your current document look.

Meading 3 three

ook of your do ho
on e Page Layout tab. To change the locks avodable In the Guick Style
‘ollecy, ure the Change Curtent Guick Style Sef command. Bo the
Themes ollery ond the Guick Styles gallery provide reset commonds o

Click inside the sample body area of the text box and replace it with the following text:

“List the top three accomplishments for the year.”

HEADING 1| ONE
O ths s T, h gebcies ik Bt are desigred 10

HEADING 1 | ONE

On the Invert o, e oleies ke e thot ore desigrad 1o
coordinate with e overalllock of your docment. You con s these:
‘galleries Yo et tobles, headers, foosers, lss, cover pages, and other
‘document butding blocks. When you create pidures, dharts, or diagrams,

blocks. When you crecte picurss, charts, or Gagrams, they oo
coordinate with your current ook

Heading 2|rwo
You can easity change the fomatring of selocted fext in the document
taxt by chocsiog o look for tha selected sext fram the Guick Sryles
‘goltary on the Homa 1ob. You con also fommal sexs direcly by using the
othar conlrols cn the Home tob. Mot controls offer & choie of usng the
ook from e current e oe wing © format fhot you specly direcly.
The quate s bold and distictive. The galleries inchde sems thot are
wignad %0 coordnate wih the averolllook of you document
On the Insert b, e goleies ncucke e fhot are deigred 1o
coordinate with e overoll look of your document. You can use these
‘golleries % insert tobles, headars, footars, lss cover pages, and ofher
documant buiding biodks. When you croata pictures, charts, oe diagrams,
they ol coordinate with your current document look.

Meading 3 three

Themes allery ond the Guick Styles gallery provide reset commonds o

T (W X5 A

By
List the top.

accomplishments for th

b
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6. Now let’s make the box a bit more noticeable. De-select the text but make sure your

cursor is still inside the text box. Click Drawing Tools — Format - Shape Outline - Gold,

Accent 4:

List he top three
accomplishments for the

change fhe famaiting of sslectad fexd in the document
@ lack for tha salectad taat from the Guick Stylas
g he

ollery, e the Cher o
Thamas ollory ondl the Guick Styles gallery provide reset commends so.

7.  Click Drawing Tools — Format - Shape Effects - Shadow -> Inside Diagonal Top Right:

H ©- 0

File Home  Inset  Design  Layout  References  Mailings  Review  View Format

3 Shape Fill -

Activity 4-1- Word

t you want to do...

E OO O | e it Shape~ .
AL L b (5] - | El Draw Text Box Abe Abe Abe ~| [Z Shape Outline - A

KIRAN IR 15 0 Shape Effects

Insert Shapes Shape Styles
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D Shadow
D Reflection
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Soft Edges
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No Shadow
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Perspective
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10.

With the text box still selected, click Insert - Text Box - Save Selection to Text Box
Gallery:

™l g, e W

1 &
Toble  Fictures Ol Shopes SmanArt Chart Screenshot gy add-ns - Wikipedia  Online  Hyperlnk Bookmark Croms- Hesder Footer Page | Ted  Cuick WiordAn -
. Pictures . ) Video refersce © ¢ MNumber [Bome Patsc - Ok}
Pages

[ Sveselecionto To EoxGallery [,

(If this command is not available, ensure that the outer border of the text box is
selected.)

In the Create New Building Block dialog, enter “Summary Sidebar” as the name. Ensure
that the “Save in” menu says “Activity 4-1” and click OK:

Create Mew Building Block ? =
Mame: Summary Sidebarl

Gallery: Text Boxes e
Category: General e
Description:

Save in: Activity 4-1 w
Dptions: Insert content only A

Save your document as Activity 4-1 Complete. Close Microsoft Word 2016 to complete
this activity.
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TOPIC B: Draw Shapes

Shapes are another type of illustration that you can add to a document. These objects can include
arrows, callouts, mathematical symbols, and more. In this topic, you will learn how to insert,

modify, and format all types of shapes.

Topic Objectives

In this topic, you will learn:
= About shapes in Word
= How to draw a shape
»  What types of shapes are available to you
= About the drawing canvas
= How to set wrapping options for shapes
* How to add text to a shape and modify it
= How to add a caption to a shape
= How to format a shape using styles
= How to resize and position shapes

Design Layout References Mailings Review

Pictures

Cover Blank Page Table  Pictures Online Shapes SmartArt Chart Screenshot .‘M)

Recently Used Shapes
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SHAPES IN WORD H o- -
File Home Insert
A shape is a geometric object. It can be a B OH=E B E Q @ Bl o @
standard shape (like a square or circle) or it can Page~ Page Break -
be something more complex (like a flowchart o Tables
shape).

To add a shape to a document, click the Insert
tab and click Shapes. Then, click the shape that
you want to draw:
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Then, click and drag in the document to create the shape:

You can also single-click to create a shape of default size. With either action, when you release
your cursor, the shape will be selected and the Drawing Tools — Format tab will be accessible:

TYPES OF SHAPES

There are nine major categories in the Shapes menu:

Recently Used Shapes: Contains the most recently used shapes (up to the last 24).
Lines: Create a variety of lines and plain arrows.

Rectangles: Create a variety of rectangular shapes.

Basic Shapes: Create basic shapes, such as circles and triangles. Fun shapes like smiley
faces are also included here.

Block Arrows: Create block-style arrows and lines.

Equation Shapes: Create mathematical shapes.

Flowchart: Create shapes used in flowcharts, such as decision points and terminators.
Stars and Banners: Offers 20 different types of these shapes.

Callouts: Annotate other drawings and images.
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THE DRAWING CANVAS

A drawing canvas is a container that you can add multiple shapes to. These shapes then behave as
one unit. To create one, click Insert - Shapes - New Drawing Canvas:

B o-

File Home Design Layout References Mailings Review
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The canvas will now be inserted, ready to accept shapes:

Using Microsoft Office 2016

Video provides a powerful way to help you prove your point, When you click Online Video, you can

pasta in the embad cod for the video you want to add. You can also type & keyword to search online for

the wideo that best fits yous dacument. To make your document look professionally produced, Waord
plement gsch other.

TEXT WRAPPING STYLES

The way that a shape interacts with the text around it is controlled by text wrapping styles. To
change text wrapping, select the shape and click Drawing Tools — Format - Wrap Text:

You will see a menu of wrapping styles. Each option’s icon shows a small preview of what the
shape and text will look like. The icon for the current text wrapping method will be highlighted,
and new options will be previewed as you mouse over them. Note that all styles except “In Line
with Text” allow you to drag the shape wherever you want on the page.
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A quicker way to access these options is to click the Layout Options button next to a selected

shape:

@ Supc- A Te etects -

Using Microsoft Office 2016

Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add, You can also type a keyword to search online for
the video that best fits your document. To maks your document nm peofessionally produced, Word

provides header, footer, cover page, and text box deslgn

ol Bl o ol ke O g e bt G i il o i
you document

d. When you cick Design and choose a new Theme, the pictures, charts, and SmagtAst
graphics change to match your new theme. 4

Layout Options

and a button for layout options appears next to it. When you work on @ table, cics
add 3 row or & column, and then click the plus sign.

powerful way to help yo

. Te ur doc
provides header, footer, cover page, ant o tort ok de igns that complement each other. For example,
You can add 3 matching cover page, header, and sidebar.

The Layout Options mini task pane will then open, allowing you to choose a text wrapping style:

LAYOUT OPTIONS X

In Line with Text

P!

With Text Wrapping

(S T o T = T

M = =

* Move with text @0
Fix position on i
page

See maore...

170 of 385



Microsoft Office Word 2016 — Part 2

The More Layout Options command in the Wrap Text menu (and the “See more” link in the Layout
Options pane) will open the Layout dialog, where you can access advanced text wrapping and

position options:

Layout

Horizontal
Dglignment
Oﬁnnk layout
(® Absolute position
Oﬂelative pasition

Wertical
DAIignment
(® Absolute position
() Relative position

Options

|:|I__nck anchor

Paosition  Tewt Wrapping

Left
Inside

5.08°

Top

0.03

Moave object with text

Size

relative to
of

+ | totheright of

4k

relative to

relative to

below

4k

+ | relative to

Allow overlap

Column
Margin
Column

Page

Page
Paragraph

Page

Layout in table cell

oK

Cancel

Configuring Wrap Points

To customize exactly how text wraps around the shape, click Drawing Tools —

-> Edit Wrap Points:

Revier

nape Styles

[Z. Shape Outfine - A

* b Shape ffects -

£) Text Effects -

Format - Wrap Text
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The shape will now be surrounded with a red border and black resize handles. Click and drag these

handles to modify the associated point:

Here are the results of this change:

When you apply styles, your headings change to match the new theme. Save time in
Word with new buttons that show up where you need them. To change the
way a picture fits in your document, click it and a button for layout options
appears next to it. When you work on a table, click where you want to add a
row or a column, and then click the plus sign.

ADDING TEXT TO A SHAPE

To add text to a shape, right-click the shape and click Add Text or Edit Text:

OF Et Snape

=TT

B Teenect - s

Using Microsoft Office 2016

can wiine for
document look professionally produced, Word

provides header, faoter, cover page, and text box designs that complement each other.

For example, you can add 3 matching cover page, hasdar, and sidsbar, Click Insert and than choose the
5 and stylas also halp kesp your documant
b dsmaed

> b |

Wored with mews buttans that sheww up where you need them, T change the

veay »picture fits i your document, cick it and » button for layout options

appears next to it When you work on a able, cick where you want to add a
e o6 colurmn, and then click the pies sign.

mplement sach othe

ign
you can adé a matching cover page, header, and sidebar.

Cliek Insert you want
inated. When you click Design and choase 3 new Ther
g 1o match your new theme, When yeu apply stye:
Sava timo In Word with new buttans that shaw up whers you

change to match the new the
them.

To change the way & picturs fits in your documant, click it and & button for layout options appe
toit, Whan you work o Vou want t0 add & row of 3 column, and then cick

(The command will differ with different types of shapes.)

QN
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Then a cursor will appear inside the shape. Type your text:

For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the
elements you want from the different galleries. Themes and styles also help keep your document
coordinated. When you click Design and choose a new Theme, the pictures, charts, and Sm

graphics change to match your new theme.

When you apply styles, your headings change to match the new theme. Save timgf
Word with new buttons that show up where you need them. To change the
way a picture fits in your document, click it and a button for layout options
appears next to it. When you work on a table, click where you want to add a
row or a column, and then click the plus sign.

O- _________________________________ :

You can click the text at any time after adding it to make changes to it or to format it.

IMODIFYING TEXT IN A SHAPE

Word provides some pre-formatted styles that you can format shape text with. First, select the
text. Then, click a thumbnail in the WordArt Styles group of the Drawing Tools — Format tab:

Remember, you can use the up or down arrows to navigate through the gallery. Or, click the More
arrow to expand the gallery and view all styles. You can also use the tools on the Home tab and the
mini toolbar to format shape text.

ADDING CAPTIONS

To add a caption to a shape, select the shape that you would like the caption to be applied to.
Then, click References = Insert Caption:

H -0

File Home  Inset  Design  Layout |[IEESSUTTIN Maiings  Review Format

Ad Insert Endnote B =) Manage Sources B Insert Table of Figures ex Insert Table of Authorities
v 9
Update Table AB Next Footnote ~ ER style: |aPA Update Table Update Index Update Table
Table of Insert B Insert Insert Mark Mark
Contents~ Footnote = Show Notes Citation~ KT Bibliography = Captian (5 Cross-reference Entry Citation

Table of Contents Footnotes Citations & Bibliography Captions Index Table of Authorities

The Caption dialog box will open. In this dialog, you can choose what label you would like to use,
as well as its positioning. (By default, Word labels each caption as “Figure” and will place this
caption beneath the selected shape.) Click OK to create the caption:
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Caption ? >
Caption:

Figure 1: This symbaol denotes new fea tuns's_ln" |
Options

Label: | Figure

[<][<]

Position: | Below selected item

|:| Exclude label from caption

New Label... Delete Label

|ﬂutu£aptiun...| | ok ,\U Cancel |
Ly

The caption will now be applied:

?ﬁ‘gur&' 1: This symbal O
(:flenates new features.| O

o] O O

2
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SETTING SHAPE STYLES

To apply a style to a shape, ensure that it is selected. Then, click a thumbnail in the Shape Styles
gallery of the Drawing Tools — Format tab. You will see a preview as you mouse over each
thumbnail:

Using Microsoft Office 2016

Video provides s powertul way to help you prove your paint. When vou click Online Vidso, you can
pasta in the embad cod for the video you want to add. You can also type & keyword to search online for
du

Remember, you can use the up or down arrows to navigate through the gallery. You can also use
the More arrow to expand the gallery and view all styles.

The styles available will depend on the theme currently selected. Likewise, the appearance of the
shape will change if it is formatted with a style and you change the theme.

Even if you apply a style, you can customize the fill, outline, and effects of a shape using the
commands to the right of the gallery:

3 5- O = Jrawi ools Using Microsoft Office 2016 - Word
File Home Insert Design Layout References Mailings Review Format W Tell mew you want to do...
HE OO |- | (X EditShape~ p— + | 2 shape Fill - -
G . 0000oe e A A A
G% AL Y= — * | @ Shape Effects - i -

Insert Shapes Shape Styles [0 WordArt Styles
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RESIZING OPTIONS

To resize a shape, first click it to select it. Then, click and drag any of the handles to resize the

shape in that direction. As you drag the handles, you will see the shape become larger or smaller,

depending on the direction that you drag in:

an add 3 matching

Video provides s powertul way to help

cover page, header,

You prove your px

llories. Thomes and styles alsa h
chagse a new Theme, the picturs

Using Microsoft Office 2016 - Word

Format Q Tell me what you want to de...
~ L2 shapeFill~ B A, Text Fill - MA [1] © 0 4 EL\ [ Align~
a ~ [Z Shape Outline - A A - B Text Outline - I L J Group
- W Ted  Align Create Position Wrap  Brin Send  Selection
&3 Shape Effects - A TextEffects ™ Direction~ Text~  Link - Text~ Forward- Backward~ Pane ~hRotater
Text Amange

(1 WordArt Styles (1

sint. Whee you click Online Video, you can
40 sls0 type s keyword to sesrch online for
ot book professionally produced, Word
complement gch other.

sidebar, Click Insert and then chozse the
t

7 [| Height: |1.02°

o Width: [1.39"

Size

For advanced resizing options, click the option button in the Size group. This will open the Size tab

of the Layout dialog, offering advanced sizing and scaling options:

Layout

Position  Text Wrapping Size

Height

(®) Absolute [1.04° <

() Relative =
Width

(@ Absolute  [1.46° =

O Relative =
Rotate

Ratation: o =
Scale

Height: 100 % <

|:| Lock aspect ratio
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relative to
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Margin
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QK
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POSITIONING OPTIONS

You can also use the Position menu on the Drawing Tools — Format tab to choose how to place the
shape on the page and have Word automatically set text wrapping. Each icon will show you how

that command works, and you will see a preview as you mouse over each option:

pasts in the embad code for
the video that best fits your &
provides hasdar, footer,
For example, you can add a matching cover page, haader,

o <. Thomes and styles alsa h
56 2 new Theme, the pictur

The More Layout Options command will open the Position tab of the Layout dialog:

Layout ?
Pasition  Text Wrapping Size
Harizontal
O Alignment Left relative to Column
O Eook layout Inside of Margin
@Absolute position | 5.01° =| totheright of | Column
O Relative position 2| relative to Page
Vertical
O Alignment Top relative to Page
@ Absolute position | 0.03° 2| below Paragraph
O Relative position 5| relative to Page
Options
Move object with text Allow overlap
|:| Lock anchor Layout in table cell
0K

*

Here you will find options to precisely control the position of this shape.
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ACTIVITY 4-2
Drawing Shapes

In this activity, you will add a shape to your annual report template.

1. Open Microsoft Word 2016 and open Activity 4-2:

- Activity 4-2
mE Microsoft Word Document

—| 107KE

2.  Scroll to the bottom of page two in the document. Double-click the footer area:

ing 2| two
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3.  Now, click Insert - Shapes - Rounded Rectangle:
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4. Click and drag to draw a rectangle that is approximately the same size as the footer:

5.  With the rectangle selected, click the Drawing Tools — Format tab. Click the More arrow
in the Shape Styles gallery:

H - O s Drawing Tools ~ Header & Footer Tools
File Home Insert Design Layout References Mailings Review View Format Design
E] N OO )| £ Edit Shape » | 3 ShapeFill -
AL L O | E Draw Text Bax E] ﬂ E E] u n - | [ Shape Outline - /
KERAR SN 15 Iﬂa&hapeEﬂecE'
Insert Shapes Shape Styles F]

6. Click the “Gradient Fill-Ice Blue, Accent 1, No Outline” style:

H - O s Drawing Tools
File
OO O | 8 Edit Shape~ YRS

AT L L5 | ElDawTedBot | Theme Styles C
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Other Therr Cradient Fill - Ice Blue, Accent 1, No Outline »

180 of 385



Microsoft Office Word 2016 — Part 2

10.

Now, click the Send Backward arrow on the Drawing Tools — Format tab and click Send
Behind Text:

B - ¢ = orawing Tools  Heade s Activity 4-2- Word

Fil Home  Inse

ile i
Previous Diffe t Page .+ Header from Top: 05" H
OB Lk = g B 18

Next ifferent Odd & Even Pages 1+ Footer from Bottom: 0.5

Header Footer Page | Doic & Document Quick Pictures Online  Goto Go'to " Close Header
o o [mbee | e me Bmse Pictures | Header Footer 7 Link to Previous Show Document Text Insert Alignment Tab e
Header & Footer Insert Navigation Options Position Close I}

Check out the new footer design that you have created:

aetsca ansice AC SCC1 AaBHCeD

......

Save your document as Activity 4-2 Complete. Close Microsoft Word 2016 to complete
this activity.
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TOPIC C: Add WordArt and
Other Text Effects

In addition to text boxes and shapes, you can use WordArt and drop caps to make text in your
document stand out. In this topic, we will learn how to use these tools.

Topic Objectives

In this topic, you will learn:
= How to insert WordArt into a document
= How to format text with drop caps

WORDART

To add WordArt to your document, place your cursor where you want the WordArt to go. Then,
click Insert > WordArt and choose a style:

* CRUNAESERR e o1

ul

You can work with this object just like text boxes and shapes using the handles on the WordArt box
and the commands on the Drawing Tools — Format tab. Note that if there is existing text in your
document that you want to convert to WordArt, you can select it before performing the WordArt
command.
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DRrRoP CAPS

A drop cap is a capital letter at the beginning of a paragraph that is larger than the other letters
and is often dropped down into the paragraph. Drop caps can be a good way to draw the reader’s
eye to portions of your document, or just to make it more visually appealing.

To apply a drop cap, place your cursor in the paragraph where you want the drop cap to appear.
(You can only apply drop caps to one paragraph at a time.) Then, click the Insert tab. Next, click the
Drop Cap button and choose Dropped (which places it in the paragraph) or “In margin” (which
places it beside the text):

Using Microsat Office 2016 - Word

You can also choose Drop Cap Options to specify advanced settings:

Drop Cap ? et
Position
Hone Dropped In margin
Options
Faont:
+Body
Lines to drop: 3 =
Distance from text: |0 =

Here is the result of a basic Dropped style drop cap applied to the sample paragraph shown earlier:

Using Microsoft Office 2016

ideo provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add. You can also type a keyword to

search online for the video that best fits your document. To make your document look
professionally produced, Word provides header, footer, cover page, and text box designs that
complement each other.

To remove a drop cap, place your cursor in the paragraph and click Insert - Drop Cap = None.
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AcCTIVITY 4-3
Adding WordArt and Other Text Effects

In this activity, you will add WordArt and a drop cap to your annual report document.

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

— Activity 4-3
mE Microsoft Word Document
—| 14 KB

2.  Onthetitle page, select the “Annual Report” text. Click Insert - WordArt - Fill -
Orange, Accent 2, Outline — Accent 2:

ANNUAL
REPORT
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3. The WordArt will be created and selected:

‘

4.  Click the Layout Options button beside the WordArt:

13; e [—
" - " - - - . Hat
£ , , T == s [Py C 2 =
£ \ Y I [ -}I L} /I (Y [ -}I
0N TN [\\ | A\ ¢ = (L))
L [ WEYN'ST MAAD N | & 0N

5. Click the “Fix position on page” radio button:

x

O

o

W

Bl 2]

® Move with text

%Fix position on
page

See more...
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Click and drag the top right-hand corner handle of the WordArt up and out so that the
box is about the same length as the image and about 1.5 inches tall:

Select the text in the WordArt box. Use the mini toolbar to increase the font size to 48:

B I U8

NINUAL REPC (T

Tw Cen MT (rv{'sé’ I e 7 A,¢-
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8. Now, click Drawing Tools — Format - Align Text > Middle:

L3 Shape Fill A, Tet Fil = “ A [m—
- Zsnpeouine: | A B | Brecouser | it il
. r Tea | Mlgn Creste Posi
e BB T Tert Bffects ™ Direction+ Test= | Link -

Shape Styles o WordAs Styles

9.  Your cover page should now look like this:

ANNUAL REPORT:

‘

10. Scroll to the second page of the document. Click to place your cursor inside the first
paragraph of this page:
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11. Click Insert - Drop Cap - Dropped:

Tet Quick Wordhet | Diop | —
Boxr Patsc - |Cape

A g

12. Hereisthe result:

HEADING 1 |ONE

n

rithe Insert tab, the galleries include tems that are designed to
toordinate with the overall look of your document. You can use
these galleries to insert tables, headers, footers, lists, cover

charts, or diagrams, they also coordinate with your current document look.
On the Insert tab, the galleries include items that are designed o
coordinate with the overall lock of your document. You can use these
galleries to insert tables, headers, footers, lists, cover pages, and other
document building blocks. When you create pictures, charts, or diagrams,
they also coordinate with your current document look.

13. Save your document as Activity 4-3 Complete. Close Microsoft Word 2016 to complete

this activity.
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TOPIC D: Create Complex
lllustrations with SmartArt

If you need to combine shapes and text to create a diagram, then SmartArt is the best tool to use.
In this topic, you will learn how to insert and modify SmartArt diagrams.

Topic Objectives
In this topic, you will learn:
=  What SmartArt graphics are
* How to insert SmartArt using the Choose a SmartArt Graphic dialog box
* How to add text and images to a SmartArt diagram
»= About the types of SmartArt graphics that are available in Microsoft Word
= About the commands available on the SmartArt Tools contextual tab set

SMARTART GRAPHICS

SmartArt is Microsoft’s intelligent way of adding diagrams to your Office documents. These pre-
designed templates can include picture placeholders, shapes, and text boxes, providing you with a
framework to enter many types of information.

Like other objects, SmartArt designs coordinate with your current theme. As well, there are many

different design, color, and layout options available so that you can choose the right style for each
document.

THE CHOOSE A SMARTART GRAPHIC DIALOG BOX

To add SmartArt to a document, click to place your cursor where you want the diagram to appear.
Then, click Insert = SmartArt:

H - 06

File Home Design Layout References Mailings

B0 B ol PN o

Cover Blank Page  Table Pictures Online Shapes Smart&rt Chart Screenshot
Page~ Page Break = Pictures - =

Pages Tables Nustrations
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The Choose a SmartArt Graphic dialog will open:

Choose a SmartArt Graphic ? X
~
EEEN -
B e 2= -
% Process El O@ l;“;' P
i Cycle S— 5]
! — -E=1
4Bw Hierarchy = - A
= =
g Relationship B
-
Patrix —_ e =—a— =T
e e
Pyramid =
é' ?,rraml Basic Block List
Picture E)E) @EI@EI o-e-0- O @ @ Use to show non-sequential or grouped
@ Office.com E) = = — — — 1 1 blocks of information, Maximizes both
' horizontal and vertical display space for
shapes.
N SIS Egg
a2 gelg B EE
[ ok ]| conca |

First, choose a category (1) from the list on the left. Then, choose a specific diagram type (2) to

view additional details about it and a preview in the pane on the right (3).

When you are ready to create your diagram, click OK:

Choose a SmartArt Graphic ? >
~
. == — R - .- v
B L EEE = S, HHH
% Process
. 13 = P — @ q-
T Cyce B coze-|¢-ed
B Hierarchy
=—=1—]
Ed Relationship EIEJH ii——,:—_, Ili E:>
ﬁ}“! Matrix =
Pyramid - _
é y e, 2 Y Y Increasing Circle Process
Picture mo(Doiz CETETE> ©O9o@09
- Use to show a series of steps, with the
. interior of the circle increasing with each
@ Office.com step. Limited to seven Level 1 steps but
== unlimited Level 2 items. Works well with
large amounts of Level 2 text.
v
oK L\\l | cancel
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Now, the diagram will appear in your document:

Add sh T . . .
o - : —  ege
[ Add Bullr 4 MoveDown || BT E= !
= Change
Hlvenpane & RighttolLek Colore~
Create Graphic Lapouts rm—

Using Microsoft Office 2016

can paste in the embed code for the video you want to add. You can also type a keyword to

search online for the video that best fits your document. To make your document ook
professianally produced, Word provides header, footer, cover page, and text box designs that
complement each other.

Vlﬂeo provides a powerful way o help you prave your point. When you click Online Video, you

For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the
elements you want from the different galleries. Themes and styles also help keep your document
eoordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt
graphics change to match your new theme.

When you apply styles, your headings change to match the new theme. Save time in Ward with new
buttons that show up where you need them. To change the way a picture fits in your dacument, click it
and a button for layout options appears next to it. When you work on a table, click where you want to
add a row or  column, and then click the plus sign.

L.‘- [Text:] [ [Té;(t] . [Text]
[Text]  [Text]  [Text]

Pagetolt  2oiworss  OR

ADDING TEXT AND IMAGES TO THE DIAGRAM

To add text to the diagram, click where it says [Text] and type:

Add Shape ~ 2 o P - .
[-] Add Bullet & Move Down || [T -
- . Change
TetPane @ Righttolek )| oo
Creste Graphic Layouts Smartivt tyles

Using Microsoft Office 2016

can paste in the embed code for the video you want to add. You can also type a keyword to

search online for the video that best fits your document. To make your document look
professionally produced, Word provides header, foater, cover page, and text box designs that
complement each other.

Vldeu provides a powerful way to help you prove your point. When you click Online Video, you

For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the
elements you want from the different galleries. Themes and styles also help keep your document
coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt
graphics change to match your new theme.

When you apply styles, your headings change to match the new theme. Save time in Word with new
buttons that show up whera you need them. To change the way & picture fits in your document. click it
and a buttan for layout options appears next to it. When you work an a table, click where you want to
add a row or a column, and then click the plus sign.

_:'Stepc()neﬁ"- [Téxt] . [Text]
L [TeXtL] [Text] [Text]

Reset
Graghic
Reiet

You can also use the Text pane to enter text. To show this pane, click the left-facing arrow on the

left edge of the diagram or click SmartArt Tools — Design - Text Pane:
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 Change Reset
Coloes Graphic

apouts Smartart syes
Far example, you can add a matching cover page, header, and sidebar. Click Insert and then chooss the
h llaries. Themes and styles also help keep your document

add a row or a column, and then click the plus sign.

- StepOne g [Text] . [Text] =
[Text] [Text] [Text]

&

L] B - ¥ + 0%

" Change
Colors -
speuts Smartartstytes
Far example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the
elements you want from the different galleries. Themes and styles also help keep your document
coordinated. When you click Dasign and choose a new Theme, the pictures, charts, and Smartirt
graphics change to match your new theme.

When you apply styles, your headings change to match the new theme, Save time In Word with new
buttans that show up where you need them. To change the way a picture fits in your document, click it
and a button for layout options appears next ta it, When yau work on a table, click where you want to
adda column, and then click the plus sign

B ';:Step Qne cw [Text] . [Text]

‘ [Text] [Text] [Text]

You can press Tab to demote items or Shift + Tab to promote them. Microsoft Word will adjust the
size of the text and the diagram as you add more information. Note that different diagrams
support different numbers of shapes and sub-shapes; Word will let you know if you exceed the

supported amount.

Some graphics offer the option to include pictures. To do this, click the picture placeholder:

192 of 385



Microsoft Office Word 2016 — Part 2

Training Process

o O 0]
£ Q
o O O

The Insert Pictures dialog box will open. You can click Browse to choose an image from your
computer, or browse the Internet for an image. For this example, we will choose a local image:

Insert Pictures

* From a file

Browse files on your computer or local network

Bing Image Search Search Bing
Search the web

Sign in with your Microsoft account to insert photos and videos from Facebook, Flickr, and other
sites.

Next, browse to the picture that you want to use, click to select it, and click Insert:

G insert Prcture.
4 &> ThisPC » LocalDisk (C) » Users > Acme Widgets » Pictures » v & | Search Pictures o
Organize v New folder
# Quick access
M Desktop -
& Downloads P
[#) Documents
! Pictures . CameraRoll  SevedPictures | Stacked Books
b Music
8 video:
@) Microsaft viord
. OneDrive
8 This PC
o Network

& Homegroup

File name: | Stacked Books
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Word will then insert the picture in the proper size:

ayauts E

ideo provides a powerful way to help you prove your paint. When you click Online Vi

V he embed code for the video you want 16 add. You can also type a keyword to
e ument. Ta make your document look

professi , cover page, and text box designs that

complement each other,
For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the
elements you want from the different galleries. Themes and styles also help keep your document
coordinated. When you click Design and chocse a new Theme, the pictures, charts, and SmartArt

a
and 3 button for layout options appears next to it. When you work an a table, click where you want to
add a row or a column, and then click the plus sign.

You can then format the image using the tools that we learned about in Lesson 3.

SMARTART GRAPHIC CATEGORIES

Let’s take a closer look at the categories available in the Choose a SmartArt Graphic dialog box.

Category Description Sample Diagram Types
All All available SmartArt diagrams, sorted by = N/A
category type.
List Present blocks of information. = Basic Block List
= Square Accent List
Process Outline steps in a process or workflow. =  Funnel
= Converging Text
Cycle Show a continuous sequence of steps. = Cycle Matrix
=  Gear
= Radial Venn
Hierarchy Present hierarchical information, like an = QOrganization Chart
organization chart. = Hierarchy
= Lined List
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Relationship Show how different elements are
connected to each other.

Matrix [llustrate how different parts relate to the
whole.
Pyramid Present proportional relationships, like

the food pyramid.

Picture Lists all diagram types that include image
placeholders.

Office.com Lists diagrams available from Office.com.
As such, this category may change at any
time.

THE SMARTART TOOLS CONTEXTUAL TABS

Basic Venn
Gear

Basic Matrix
Titled Matrix

Basic Pyramid
Segmented Pyramid

Spiral Picture
Accented Picture

Vertical Bracket List
Theme Picture Grid

Let’s look at the two contextual tabs that become available when editing SmartArt.

SmartArt Tools — Design Tab

The first tab (Design) lets you apply a variety of preset styles and colors to your diagram:

The groups on this tab are:

= Create Graphic group: Contains commands to add shapes and bullets to the graphic, as
well as modify those elements. Also contains a command to show and hide the Text pane.

= Layouts group: Change the layout of the currently selected graphic. View more layouts by
clicking the More arrow. (The Choose a SmartArt Graphic dialog box can also be opened

from here.)

* SmartArt Styles group: Change the style and/or color scheme of the graphic.
= Reset group: Reset the graphic to its default settings and appearance. Text will not be

removed.

SmartArt Tools — Format Tab

The other SmartArt Tools tab (Format) gives you finer control over the shape, style, and position of

your diagram:
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The groups on this tab are:
= Shapes group: Change the selected shape, or make it larger or smaller.
= Shape Styles group: Customize the appearance of the shape.
=  WordArt Styles group: Customize the text in the shape.
= Arrange group: Arrange the shapes and objects in the graphic.
= Size group: Enter specific dimensions for the height and width of the shape or graphic.

AcTiviTY 4-4
Creating Complex lllustrations with SmartArt

In this activity, you will add a diagram about the process of creating a report to help template
users.

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

Activity 4-4
m Microsoft Word Document
104 KB

2. Press Ctrl + End to go to the last line of the document: a blank line after “The Report
Writing Process” header. Then, click Insert - SmartArt:

THE REPORT WRITING PROCESS
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3. The Choose a SmartArt Graphic dialog box will open. Click the Process category. Ensure
that the first diagram type (Basic Process) is selected and click OK:

Choose a SmartArt Graphic 7 X

Al . -
= L ErEE | e E@z FrEAE

G ok SRRl - 3 - 0~

Iﬁ

sBy Hierarchy
EJ Relationshi ===

lelationship EEJH EF m
ﬁ} Matrix =]

Pyramid s - -
é N ol ", Py Basic Process
Picture 5Ot EEE Op@pr =T

- - Use to show a progression or sequential
@ Office.com steps in a task, process, or workflow,
===

[ or [ canae

4. The diagram will be inserted and ready for editing:

THE REPORT WRITING PROCESS

5. If the Text pane is not currently shown, click SmartArt Tools — Design = Text Pane:

H - = Activity 4-4 - Word SmartArt Tools
File Home Insert Design Layout References Mailings Review View Format
17 Add Shape - Promote Mave Up - L
[:=] Add Bullet Demote + Move Down === E“E‘E %‘_;'I - %e®
[T Text Pane & Right to Left Layout - T g:\a:,sgf
Create Graphic Layouts

(If the Text pane is already displayed, skip to the next step.)
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6.  Fill out the Text pane as shown below, and then close it:

Type your text here x

® Research

Cutline
® [raft

® Revise

Proofread

Basic Process

Use to show a prograssion or sequential
steps in a task, process, or workflow,

Learn more about SmartArt graphics

7. This diagram is pretty plain. Let’s change the layout so that we can add some images.
Click the More arrow in the Layouts gallery on the SmartArt Tools - Design tab:

H © - = Activity 4-4 - Word SmartArt Tools

File Home Insert Design Layout References Mailings Review View Format

17 Add Shape - Promote T Move Up - 5 ..

[:=] Add Bullet < Demote Move Down [=hi=ni=] E‘E‘E %lz-l - 4

[T Text Pane (:) Right to Left Layout . E/} g;?,sgf
Create Graphic Layouts
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8.  Mouse over some of the different layouts that are available. When you are ready, click
Picture Accent Process:

BEE | e Eﬁlﬂ soete
B s

q- - q- P == Picture Accent Process L,
P =S === Ili |:‘_- V' naew © SR

==
oD e s
===

00 BE® ff§!l:f>>}>@ E % %

E @@’ i B m=e (00 =
e

5 ?«ﬁ =m 28e [H=s EEE
=T — - [=] =1

2y —~ ~ @ e voem ©
&= £y i3 eee 20

D {1 -
) o = 1 e e

More Layouts...

I

)

9.  Click the outer border of the SmartArt diagram. Drag the right edge outwards to make it
bigger:

.....

i Actibedid Authecbd |AoBbCeD| AabCeD AABBC AcBLC: AuBbCel AABBCC
O THeadec. THeade. | INomal | THoSpaci. Heading! Hedingl Headigl Headingd -

THE REPORT WRITING PROCESS
©

- = = - |
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10. Now, click the picture placeholder for the first item in the diagram:

11. Inthe Insert Pictures dialog box, click Browse to choose a local image:

[nsert Pictures

A From a file

Browse ¥,
Browse files on your computer or local network

> Bing Image Search

Search Bing
Search the web

Sign in with your Microsoft account to insert photes and videos from Facebook, Flickr, and other
sites.

12. The Insert Picture dialog box will open. Browse to Lesson 4 of your Exercise Files and

open the SmartArt Images folder. Select the Research image and click Insert:

) Insert Picture x
< v <« Starting Files for Activities > Lesson4 > SmartArt Images

v ® | SearchSmartart Images o
Organize v Newfolder

=~ ™ @
s Quick access

DRAFT . @

Draft Proofread

I Desktop
& Downloads

[ Documents

P

&= Pictures
B Music
& Videos

[l Microsoft Word

Research

& OneDrive
[ This PC
¥ Network

*& Homegroup

File name: | Research

| [Aipictures v

Tools = Cancel
N
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13. The image will be inserted and resized:

=]

Research Quitline Proofread

e}

14. Repeat steps 10 to 12 to add the Draft and Proofread images to the appropriate steps:

Proofread

O

15. Finally, let’s change the color scheme. Click SmartArt Tools — Design - Change Colors and
choose any color scheme you like:

R Mailings  Review  View [JEEEY ormat
1Add Shape ~ & Promote  Move Up - :I'
[]AddBullet > Demote + Move Down || ERERE E-‘E“"? EEZ-I - S . - - . .. .. ..'4
- ~ Change - . !
ETextPane & RighttoLeft 5 Layout 7] | —
Create Graphic Layouts Primary Theme Colors
00Ot ORO0 EEWEE
Colorful

I'II& EEEE EEEN EEEEN EEER

Accent 1

GEO0 |anEn| wnes ¥EEE &E

Accent 2

GEE0 mawaE Wess ¥ETE @Ew

Accent 3

BEE0 awEE EEw FEEm wWEm

8 Recolor Pictures in SmartArt Graphic
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16.

17.

The diagram is now complete:

D

Research Proofread

Save your document as Activity 4-4 Complete. Close Microsoft Word 2016 to complete
this activity.

Summary

In this lesson, we explored some of the different types of illustrations that you can add to
Microsoft Word documents. We covered text boxes, shapes, WordArt, drop caps, and SmartArt.
You should now feel comfortable adding these types of graphics to any document.

REVIEW QUESTIONS

1.

2.

3.

4,

5.

Which two contextual tabs are available when editing SmartArt diagrams?

What is the command sequence to create a drop cap in the margin of a paragraph?

Which contextual tab is available when working with shapes and text boxes?

What is the easiest way to add an image from the Internet to a SmartArt diagram that
contains picture placeholders?

In Microsoft Word, what is a drawing canvas?
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LESSON 5:
INSERTING CONTENT USING
QuICK PARTS

Lesson Objectives

In this lesson you will learn how to:
= |nsert building blocks
= Create and modify building blocks

= |nsert fields using Quick Parts
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TOPIC A: Insert Building Blocks

In Lesson 4, we saved custom text boxes for re-use. You can, in fact, save many types of elements
as building blocks, which can then be combined to create the framework for a document. You can
also create Quick Parts, which are pieces of content that are saved as building blocks and can be
re-used over and over. In this topic, we will examine both of these useful tools.

Topic Objectives

In this topic, you will learn:
*» How to insert and use Quick Parts and building blocks
= How to use the Building Blocks Organizer dialog box

QuickK PARTS

Quick Parts are reusable chunks of content, such as a company motto or a document property.
There are three categories of Quick Parts, visible when you click Insert = Quick Parts:

The options are:
= AutoText: Customizable pieces of text that you can save for re-use, like a company motto
or favorite saying.
= Document Property: Controls with information about the document (based on file
properties).
= Field: Controls that can automatically update information, like index entries or the current
date and time.

Custom Quick Parts (such as images) can also be saved, and will be available in the top part of the
menu.

BUILDING BLOCKS

As we mentioned earlier, building blocks are pre-formatted elements that can be combined to
create a cohesive look for a document. As well, they are integrated with themes and styles so they
can be updated quickly and easily.
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For example, the document shown below uses four Motion building blocks: a cover page (1),

sidebar (2), quote (3), and footer (4).

Motion Design - Word

T | asBbcene| assbeeoc AaBb AQB assbcer acsbceor aosbecon AaBOCDC 4086CeD0

THE BUILDING BLOCKS ORGANIZER DIALOG BOX

You will find the Building Blocks Organizer command in the Quick Parts menu:

| o, Wt
it Scaeenshol g\, Add-ins -

Adeting

i Ereld

I Building Blocks Organizer... n3
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This command will open the Building Blocks Organizer dialog box. This lists all of the building
blocks that are available:

Building Blocks

Building blocks:

Organizer

Slice (Light)
Retrospect
Sideline
ViewMaster
Semaphaore
lon (Light)
Cover Page
Filigree
Facet

Slice (Dark)
lon (Dark)
Fourier Seri...

Tl Idosii

£

Name Gallery Category

References  Bibliograp...  Built-In

Bibliography Bibliograp...  Built-In Built-In Buil...
Works Cited  Bibliograp...  Built-In Built-In Buil...
Whisp Cover Pages  Built-in Built-In Buil...
Banded Cover Pages  Built-in Built-In Buil...
Motion Cover Pages  Built-in Built-In Buil...
Grid Cover Pages  Built-in Built-In Buil...
Integral Cover Pages  Built-in Built-In Buil...
Austin Cover Pages  Built-in Built-In Buil..

Cover Pages  Built-in Euilt-In Buil.

Cover Pages  Built-in Built-In Buil..!
Cover Pages  Built-in Built-In Buil...
Cover Pages  Built-in Built-In Buil...
Cover Pages  Built-in Built-In Buil...
Cover Pages  Built-in Built-In Buil...
Cover Pages  Repert Student report
Cover Pages  Built-in Built-In Buil...
Cover Pages  Built-in Built-In Buil...
Cover Pages  Built-in Built-In Buil...
Cover Pages  Built-in Built-In Buil...
Equations Built-In Built-In Buil... v

Click a building block to see its preview
Template ~
Built-In Buil..”

Edit Properties.

>

Slice (Light)
Large title block with slice accent graphic

e Close

You can click any building block (1) in the list on the left to see a preview (2). (Click the column
headers, marked with a 3, to sort the entries.) You can also use the commands at the bottom of

the dialog to edit or delete the currently selected building block, or to insert (4) it into the

document.

When you have finished working with the Building Blocks Organizer, click Close (5).
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AcCTIVITY 5-1
Inserting Building Blocks and Quick Parts

In this activity, you will add building blocks to a document to create a polished look.

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

—1 Activity 5-1
mE Microsoft Word Document
—| 30BKE

2. Let’s see what kinds of building blocks we can add to this document. Click Insert - Quick
Parts - Building Blocks Organizer:

Cover Blank FPage  Table i
Page- Page Bresk
Page Tables

© Building Blocks Organizer... s

(You may need to click inside the document to make this command available.)

3. In the Building Blocks Organizer dialog, click the Name header to sort by that field:

Building Blocks Organizer ? X
Building blocks: Click a building block to see its preview

MName Gallery Category Template L 2
Biblicgraphy Biblicgrap... Built-In Buil...

References  Bibliograp...  Built-In Built-In Buil...

Works Cited  Bibliograp...  Built-In Built-In Buil...

len (Light) Cover Pages  Built-in Built-In Buil...

Motion Cover Pages  Built-in Built-In Buil...

ViewMaster  Cover Pages  Built-in Built-In Buil...

lon (Dark) Cover Pages  Built-in Built-In Buil...

Integral Cover Pages  Built-in Built-In Buil...

Grid Cover Pages  Built-in Built-In Buil...

Filigree Cover Pages  Built-in Built-In Buil...

Slice (Light)  Cover Pages  Built-in Built-In Buil...

Austin Cover Pages  Built-in Built-In Buil...

Slice (Dark) Cover Pages  Built-in Built-In Buil...

Whisp Cover Pages  Built-in Built-In Buil...

Banded Cover Pages  Built-in Built-In Buil...

Retrospect Cover Pages  Built-in Built-In Buil...

Facet Cover Pages  Built-in Built-In Buil...

Semaphore  Cover Pages  Built-in Built-In Buil...

Sideline Cover Pages  Built-in Built-In Buil...

Taylor Expa... Equations Built-In Built-In Buil...

Quadratic F... Equations Built-In Built-In Buil... hd
[OT S S no nom - n.n Y| Bibliography

< > Automatic bibliography that includes all sources

Edit Properties... Delete (e associated with the document
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4,

5.

Scroll through the list of building blocks and click some of the entries to see a preview.
The Semaphore building block look nice:

Building Blocks Organizer ? *
Building blocks: Click a building block to see its preview
MName Gallery Category Template & 2
Rounded R.. PageMum.. With Shapes  Built-In Buil...
Rounded R.. PageMum.. With Shapes  Built-In Buil...
SAMPLE1 Watermarks  Disclaimers Built-In Buil...
SAMPLE 2 Watermarks  Disclaimers Built-In Buil...
Scroll PageNum.. With Shapes  Built-In Buil.. [oaTel
Semaphore  Footers Built-in Built-In Buil
Semaphore eaders Built-in Built-In Buil...
Semaphore ... Text Boxes Built-in Built-In Buil...
Semaphore ... Text Boxes Built-in Built-In Buil...
Sideline Headers Built-in Built-In Buil...
Sideline Footers Built-in Built-In Buil...
Sideline Cover Pages  Built-in Built-In Buil...
Sideline Qu... Text Boxes Built-in Built-In Buil...
Sideline Sid... Text Boxes Built-in Built-In Buil...
Simple Quote Text Boxes Built-in Built-In Buil... [DOCUMENT TITLE]
Slice Footers Built-in Built-In Buil... [Documaew sumrm]
Slice (Dark) Cover Pages  Built-in Built-In Buil... .
Slice (Light)  Cover Pages  Built-in Built-In Buil... =
Slice 1 Headers Built-in Built-In Buil... =
Slice 2 Headers Built-in Built-In Buil... hd
s Acas Teaneo- o e noow o n.n Y| Semaphore
< > Vertical accent bar with top-aligned date and
Edit Properties... Delete (e bottom-aligned title block
Close the Building Blocks Organizer:
Building Blocks Organizer ? *
Building blocks: Click a building block to see its preview
MName Gallery Category Template & 2
Rounded R.. PageMum.. With Shapes  Built-In Buil...
Rounded R.. PageMum.. With Shapes  Built-In Buil...
SAMPLE1 Watermarks  Disclaimers Built-In Buil...
SAMPLE 2 Watermarks  Disclaimers Built-In Buil...
Scroll PageNum.. With Shapes  Built-In Buil.. [oaTel
Semaphore  Footers Built-in Built-In Buil...
Cover Pages  Built-in -
Semaphore  Headers Built-in Built-In Buil...
Semaphore ... Text Boxes Built-in Built-In Buil...
Semaphore ... Text Boxes Built-in Built-In Buil...
Sideline Headers Built-in Built-In Buil...
Sideline Footers Built-in Built-In Buil...
Sideline Cover Pages  Built-in Built-In Buil...
Sideline Qu... Text Boxes Built-in Built-In Buil...
Sideline Sid... Text Boxes Built-in Built-In Buil...
Simple Quote Text Boxes Built-in Built-In Buil... [DOCUMENT TITLE]
Slice Footers Built-in Built-In Buil... [Documaew sumrm]
Slice (Dark) Cover Pages  Built-in Built-In Buil... F—
Slice (Light)  Cover Pages  Built-in Built-In Buil... -
Slice 1 Headers Built-in Built-In Buil... =
Slice 2 Headers Built-in Built-In Buil... hd
s Acas Teaneo- R noow o n.n Y| Semaphore
< > Vertical accent bar with top-aligned date and

Edit Properties.

= Delete

Insert

bottom-aligned title block

208 of 385



Microsoft Office Word 2016 — Part 2

6.

Design Layout

Now, let’s add a cover page building block. Click Insert - Cover Page - Semaphore:

References ET

BOs B e Bl

Cover EBlank Page Table
Page~ Page Break ~
Built-in

Pictures -~

Pictures Online Shapes SmartArt Chart Sc

FY

—

[Exwarwni fide]
Austin Banded Facet
POCURAFNT TITLE)
Filigree Grid
ncement titlel
lon (Dark) len (Light) Motion
-ﬂ._h_cumnntilljel
[Dcument title] —
Retrospect Semaphore k Sideline v
]

@ More Cover Pages from Office.com
E;'( Remove Current Cover Page

(You may need to scroll down in the menu to see this cover page.) You can see that the

color already reflects the document’s theme.
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7.

8.

The cover page will be inserted:

[DATE]

[DOCUMENT TITLE]

[DOCUMENT SUBTITLE]

Now let’s see if there is a matching header. Scroll to the third page of the document and

click to place your cursor there. Click Insert - Header - Semaphore:

ummary
Peplace this text with your own.
replace the pctures {on the previ

Do ot forget to update the Table of Contents on
the next page afer you have populsted the
Gocument with yous contert.

Sideine
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9. Review the new header. Then, close Header and Footer view:

10. Scroll to the last page of the document. Click to place your cursor on the page. Click Insert
— Text Box - Semaphore Sidebar:

11. The sidebar will be inserted:

........

Ll |

12. The document is now complete. Save your document as Activity 5-1 Complete and close
Microsoft Word 2016 to complete this activity.
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TOPIC B: Create and Modify
Building Blocks

Although Microsoft Word provides many built-in building blocks for you to use, you can also create
your own blocks and save them in either the global Building Blocks template (Building Blocks.dotx)
or your own custom template.

Topic Objectives
In this topic, you will learn:
* How to create and modify building blocks
= How to copy building blocks between documents

THE CREATE NEW BUILDING BLOCKS DIALOG BOX

If you have created a custom element (such as a text box or cover page) that you want to save for
future use, you can store it in the Building Blocks Organizer.

To start, select the desired object(s). Then, click Insert = Quick Parts = Save Selection to Quick
Part Gallery:
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The Create New Building Block dialog box will open. Set your options and click OK:

Create Mew Building Block ? *
Mame: ZoomFoods Cover Page

Gallery: Cover Pages ~
Category: Built-in ~
Description:

Save in: Building Blocks ~
Dptions: Insert content in its own page ~

It will now be available in the Building Blocks Organizer for all documents, as well as any related

menus:

When you close Microsoft Word after saving
custom building blocks, you will again be
prompted to save your changes:

H ©-

File Home

ﬁ

Cover Elank Page

Insert Design

Layout References Mai

F D kd & B Ml

Table Pictures Online Shapes SmartArt Chart Sc

Page= Page Break @ Pictures =
Filigree Grid Integral -
[
lon (Dark) lon (Light) Motion
{2 it tithe|
Retrospect Semaphore Sideline
Slice (Dark) Slice (Light) ViewMaster
[ |
-
u
Whisp ZoomFoods Cover Pa... -
@ More Cover Pages from Office.com 3

E—S'.; Remove Current Cover Page

Eh Save Selectiento C

over Page Gallery...
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Microsoft Word >

You have modified styles, building blocks [such as
cover pages or headers), or other content that is
stored in "Building Elocks™. Do you want to save
changes to "Building Blocks™7

Don't Save Cancel

Be sure to click Save or your changes will be discarded.

BUILDING BLOCK MODIFICATION OPTIONS
To modify a building block, click Insert - Quick Parts = Building Block Organizer:

Layout  References  Mailings

B a AL =l @, @ 2 POy T D ] A 4 [ Signature Line. -

B 3 g - vt

Cover Bank Page  Table Pictures Online Shapes SmatArt Chart Screenshol gy adeing - Wikipedia Online Hyperlik Bookmark Cross-  Comment | Header Footer Page  Tedt  Quick WordAt

Page- Page Bresk - Pictures = - Videa reference =+ Humber- fox- Pamse - Dlobjest -
Page Table Whustrations Ade-ins Wedia unks Comments | Header & Footer | AutoTert

[B Document Propeny
- eld

| Buidingocks Onganicer.. [,

The Building Blocks Organizer dialog box will open. In it, find and select the building block that you
want to modify. Click Edit Properties:

Building Blocks Organizer ? *
Building blocks: Click a building block to see its preview

MName Gallery Category Template ol 2

References  Bibliograp..  Built-In Built-In Buil...

Bibliography Bibliograp...  Built-In Built-In Buil...

Works Cited  Bibliograp..  Built-In Built-In Buil...

Whisp Cover Pages  Built-in Built-In Buil...

Banded Cover Pages  Built-in Built-In Buil...

Mation Cover Pages  Built-in Built-In Buil...

Grid Cover Pages  Built-in Built-In Buil...

Integral Cover Pages  Built-in Built-In Buil...

Austin Cover Pages  Built-in Built-In Buil... #

Slice (Light)  Cowver Pages  Built-in Built-In Buil... )

Retrospect CoverPages  Built-in Built-In Buil... J

Sideline CoverPages  Built-in Built-In Buil...

ViewMaster  CoverPages  Built-in Built-In Buil...

Semaphore  CoverPages  Built-in Built-In Buil...

lon (Light) Cover Pages  Built-in Built-In Buil...

Cover Pages  Buil Building Blo...
Filigree Cover Pages  Built-in Built-In Buil...
Facet Cover Pages  Built-in Built-In Buil...
Slice (Dark) Cover Pages  Built-in Built-In Buil...
lon (Dark) Cover Pages  Built-in Built-In Buil...
Fourier Seri... Equations Built-In Built-In Buil... v b
Teim It e Foemiimee m Meile e Feile e Pl ZoomFoods Cover Page
£ >

Edit Properties... Delete Insert

Close
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Now, you can modify the options that you originally set when creating the building block:

Modify Building Block ? >
Mame: ZoomFoods Cover Page

Gallery: Cover Pages =
Categony: Euilt-in =
Description:

Save im: Building Blocks w
Dptions: Insert content in its own page w

Click OK to save your changes.

You can also delete the building block from the Building Blocks Organizer:

Building Blecks Crganizer X
EBuilding blocks: Click a building block to see its preview

Mame Gallery Category Template o ~
References  Bibliograp..  Built-In Built-In Buil...

Bibliography Bibliograp..  Built-In Built-In Buil...

Works Cited  Bibliograp...  Built-In Built-In Buil...

Whisp Cover Pages  Built-in Built-In Buil...

Banded Cover Pages  Built-in Built-In Buil... ZoomFoods

Motion Cover Pages  Built-in Built-In Buil...

Grid Cover Pages  Built-in Built-In Buil...

Integral Cover Pages  Built-in Built-In Buil...

Austin Cover Pages  Built-in Built-In Buil... ’

Slice (Light]  Cowver Pages  Built-in Built-In Buil... )

Retrospect Cover Pages  Built-in Built-In Buil...

Sideline Cover Pages  Built-in Built-In Buil...

ViewMaster  Cowver Pages  Built-in Built-In Buil...

Semapheore  Cover Pages  Built-in Built-In Buil...

lon (Light) Cover Pages  Built-in Built-In Buil...

Cover Pages Building Blo...

Filigree Cover Pages  Built-in Built-In Buil...

Facet Cover Pages  Built-in Built-In Buil...

Slice (Dark) Cover Pages  Built-in Built-In Buil...

lon (Dark) Cover Pages  Built-in Built-In Buil...

Fourier Seri... Equations Built-In Built-In Buil... e
T ldeiiie sV P b Al e Al e P | ZoomFoods Cover Fage

< >
| Edit Properties... I | Delete & Insert

Close
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COPYING BUILDING BLOCKS BETWEEN DOCUMENTS

As long as you have saved the building block to the default Building Blocks template, it will be
available to add to any document using the normal commands. You can also copy and paste
Building Block content between documents just like regular document content.

ACTIVITY 5-2
Creating and Modifying Building Blocks

In this activity, you will create and save a building block.

1. Open Microsoft Word 2016 and open Activity 5-2:

— Actl‘.flt_‘,.f 5"2
— | Microsoft Word Document

329 KB

2.  Scroll to the third page of the sample document. Click the photo to select it:

3.
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4. The Create New Building Block dialog will open. Enter “Stock Photo” as the name and

click OK:
Create Mew Building Block ? by
Mame: Stock Phnt::u|
Gallery: Quick Parts e
Categony: General e
Description:
Save in: Building Elocks e
Dptions: Insert content only e

5.  Scroll to the last page of the document and click to place your cursor on the last line:

Heading 1
Include guotes from key peogie to help you make your point

I

6.  Click Insert - Quick Parts. You will see our stock photo listed at the top of the gallery.
Click it to insert it:
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7. Theimage will now be added to the page:

Heading 1

your pomt
1

your content, pust cick here.
and start typing.)

8. Let’s modify the description of this object so that it is more expressive. Click Insert -

Quick Parts = Building Blocks Organizer:

¥ Signature Line ~ T O

I Date & Time

Bl oal ae WILE [

hapes Saret Chan Seremshot g aay oy - Wiipedia | Grlime Hyperink Boskmark G

et Hesder Focter Page  Tem

Equation Symbal
Mumber = Box~ o

Mlotixt -

s mtratsn e Mesn une omments | e

0. Locate the Stock Photo item and click it to select it. Then, click Edit Properties:

Building Blocks Organizer ? *
Building blocks: Click a building block to see its preview
MName Gallery Category Template & 2
Roman 1 Page Mum... Plain Number  Built-In Buil...
Plain Mumb... Page Mum... Simple Built-In Buil...
Plain Mumb... Page Mum... Simple Built-In Buil...
Plain Mumb... Page Mum... Simple Built-In Buil...
Large ltalics 2 Page Mum... Plain Number  Built-In Buil...
Large ltalics 1 Page Mum... Plain Number  Built-In Buil...
Stock Photo  Quick Parts ~ General Building Ble...
Automatic ... Tableof C...  Built-In Built-In Buil...
Automatic ... Tableof C...  Built-In Built-In Buil...
Manual Table Table of C...  Built-In Built-In Buil...
TabularList  Tables Built-In Built-In Buil...
Double Table Tables Built-In Built-In Buil...
Calendar 4 Tables Built-In Built-In Buil...
Calendar 3 Tables Built-In Built-In Buil...
Calendar 2 Tables Built-In Built-In Buil...
Calendar 1 Tables Built-In Built-In Buil...
With Subhe... Tables Built-In Built-In Buil...
With Subhe... Tables Built-In Built-In Buil...
Matrix Tables Built-In Built-In Buil...
Simple Text... Text Boxes Built-in Built-In Buil...
Simple Quote Text Boxes Built-in Built-In Buil... hd
FidAal  Toane.. N i now e non | Stock Photo
>

£
Edit Properties., k Delete Insert
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10.

11.

12.

13.

Add the text “(Man with Bike)” to the Name field and click OK:

Modify Building Block ? *
|ﬂame: Stock Photo (Man with Bike]||

Gallery: Quick Parts ~
Category: General ~
Description:

Save in: Euilding Blocks e
Dptions: Insert content only ~

Click Yes when you are prompted to confirm the action:

Microsoft Word

Yes

o Do you want to redefine the building block entry?

bus

Mo

Close the Building Blocks Organizer dialog:

Building Blocks Organizer ? *
Building blocks: Click a building block to see its preview

Mame Gallery Category Template L 2
References  Bibliograp...  Built-In Built-In Buil...

Bibliography Biblicgrap...  Built-In Built-In Buil...

Works Cited  Bibliograp...  Built-In Built-In Buil...

Sideline Cover Pages  Built-in Built-In Buil...

lon (Dark) Cover Pages  Built-in Built-In Buil...

Filigree Cover Pages  Built-in Built-In Buil...

Slice (Light)  Cover Pages  Built-in Built-In Buil...

Integral Cover Pages  Built-in Built-In Buil...

Whisp Cover Pages  Built-in Built-In Buil...

Retrospect Cover Pages  Built-in Built-In Buil...

Facet Cover Pages  Built-in Built-In Buil...

Austin Cover Pages  Built-in Built-In Buil...

Motion Cover Pages  Built-in Built-In Buil...

Semaphore  Cover Pages  Built-in Built-In Buil...

ViewMaster  Cover Pages  Built-in Built-In Buil...

Banded Cover Pages  Built-in Built-In Buil...

Slice (Dark) Cover Pages  Built-in Built-In Buil...

len (Light) Cover Pages  Built-in Built-In Buil...

Grid Cover Pages  Built-in Built-In Buil...

Quadratic F... Equations Built-In Built-In Buil...

Pythagorea... Equations Built-In Built-In Buil... hd
oo ldanq Feeaiooo no nomwion.n Y| References

< > Automatic bibliography (labeled “References’) that

Delete T includes all sources associated with the document

Save your document as Activity 5-2 Complete. Close Microsoft Word 2016 to complete

this activity. Be sure to save the changes to the Building Blocks file when prompted.
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TOPIC C: Insert Fields Using
Quick Parts

Let’s take a closer look at the fields available to insert as Quick Parts. This feature allows you to
add variable text to the document, such as the author’s name (based on the file properties) or the
current date.

Topic Objectives

In this topic, you will learn:
» About fields in Microsoft Word
» The syntax that Microsoft Word fields use
* How to use the Field dialog box

FIELDS

A field is a placeholder for variable text. Some examples of fields include:
* Index entries
= Formulasin tables
= Page numbers
= The current date

Fields are used automatically for all of these functions, but you can also manually create fields as
required.

FIELD CODE SYNTAX

A field code is the programming that tells Microsoft Word what to show in the actual field. For
example, this title page shows us who prepared the report:
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ANNUAL
REPORT

If we press Alt + F9 with this information selected, we will see the field code:

The field code has three parts. The first part contains the field name (1). (Here, we can see that the
Author field is being used.) Next, the properties (2), if available, are listed. (In our example, the
properties indicate that the field will be displayed in uppercase.) Finally, optional switches (3) can
be added to the end. (In this case, the MergeFormat switch tells Word to match the formatting of
the underlying paragraph.)

You can press Alt + F9 at any time to re-display the field result.
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THE FIELD DIALOG BOX

Although you can manually type fields, it is far easier to insert them with the Field dialog box. To

start, place your cursor where you want the field information to go. Then, click Insert - Quick
Parts - Field:

ing blocks. When you create pi
ment look.

The Field dialog box will open:

Field

Please choose a field Field properties

Categories: Click the button below to set advanced field options
(A1) ~

) Formula...
Field names: =

AddressBlock
Advance

Ask

Authar
AutoMum
AutoMumLgl
AutoMumOut
AutaText
AutoTextList
BarCode
Eibliography
BidiOutline
Citation
Comments
Compare
CreateDate
Database ©

Preserve formatting during updates
Description:
Calculate the result of an expression

Field Codes Cancel

First, select the field name from the list on the left. Then, appropriate options will be shown in the
pane on the right:

222 of 385



Microsoft Office Word 2016 — Part 2

Field ? x
Please choose a field Field properties Figld aptions
LCategories: Date formats: |:| Use the Hijri/Lunar calendar
(Al v
e 3/21/2015 |:| :::::::; date in last used format from
Ak Monday, September 21, 2015
s ~ September 21, 2015 |:| Use the 5aka Era calendar
Author 9/21/15
AutoNum 2015-09-21
AutoMumLgl 21-5ep-15 [] Use the Um-al-Cura calendar
AutoMumOut 9.21.2015
AutoText Slep.lz‘l 15
AutaTextList 21 September 2015
B_ar(_:ode September 15
Eibliography Sep-15
BidiOutline 9/21/2015 9:42 AM
Citation 9/21/2015 3:42:48 AM
Comments 347 AM
Compare 9:42:48 AM
CreateDate 09:42
Database 0%:42:45
DocProperty
Docvariable A . :
Preserve formatting during updates
Description:
Today's date
Field Codes Cancel

Typically, you can customize the field properties (1), set field options (2), and toggle the
MergeFormat switch on or off (3). When you are ready, click OK to insert the field.

The field will now be inserted. If you click it, you will see a command to update it:

T gt | VERVIEW
/2 /2005]

You can also use the F9 keyboard shortcut to update it. To lock the field to prevent it from being
updated, press Ctrl + F11 with it selected. To unlock it, select it and press Ctrl + Shift + F11.
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Field Categories

You can narrow down the fields that are being displayed using the Categories menu at the top of

the Field dialog box:

Field 7
Please choose a field Field properties
Categories: Click the button below to set advanced field options
fAll
Al Formula...

Date and Time
Document Automation
Document Information
Equations and Formulas
Index and Tables

Links and References
Mail Merge

Mumbering

User Information

AutoTextList
BarCode
Eibliography
BidiQutline
Citation
Comments
Compare
CreateDate
Database ©

Preserve formatting during updates

Drescription:
Calculate the result of an expression

Field Codes Cancel

Selecting a category will show only the related fields in the Field dialog box.

AcTIvVITY 5-3
Inserting Fields Using Quick Parts
In this activity, you will add fields to our annual report document.

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

[~ Activity 3-3
m Microsoft Word Document
329 KB
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2.

L=l | [

Shapes SmuetAt Chart Screenshot 2 gy Add-ims + Wik

hddins

Right-click the Date text on the first page. Click Remove Content Control:

TG 0 1 U Y- A

[DATFE -

& Pasto Optiom:

Bemeve Coment Comtal [,

»

@
e Hyperink Bookmark

Click the Categories menu and click “Date and Time:”

Field

Flease choose a field
LCategories:
(A1)

ANl

Date and Time
Document Automation
Document Information
Equations and Formulas
Index and Tables

Links and References
Mail Merge

Mumbering

User Information

AutoTextlist
BarCode
Bibliography
BidiOutline
Citation
Comments
Compare
CreateDate
Database

LS

Drescription:

Field properties

Click the button below to set advanced field options

Formula...

Preserve formatting during updates

Calculate the result of an expression

Field Codes

Your cursor should still be at the top of the document. Click Insert = Quick Parts - Field:
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5. Choose the Month-Year format and click OK:

Field ? X
Please choose a field Field properties Field options
LCategories: Date formats: [T1 use the Hijri/Lunar calendar
Date and Time ~ MMM -yy
Field names: 9/21,2015 [] use the 5aka Era calendar
[CresicDate.._ Monday, September 21, 2015
LiESteRate September 21, 2015 [] use the Um-al-Qura calendar
Date 9/21/15
EditTime 2015-09-21
PrintDate 21-5ep-15
SaveDate 9.21.2015
Time Sep. 21,15

21 September 2015
September 15

9/21/2015 10:24 AM
9/21/2015 10:24:21 AM
10:24 AM

10:24:21 AM

10:24

102421

Preserve formatting during updates

Drescription:
The date the document was created

Field Codes Cancel

6. The field will now be inserted. Ensure that it is selected and press Alt + F9 to view the
field code:

.  Wsor
Chan Scnenbet gy e -

H=E

symban

8.  Press Alt + F9 again to view the field results. Now, press Ctrl + F11 to lock the field to
prevent it from updating. It won’t look like anything has happened, but if you move your

mouse over the Repeat arrow on the Quick Access toolbar, you will see that the
command has been performed:

out References Mailings

Repeat Lock Fields (Ctrl+Y)

ﬁ DLI;'IL@@E" (o

Cover EBlank Page  Table Pictures Online Shapes SmartArt Chart Screenshot
Page~ Page Break - Pictures = -

Pages Tables llustrations

9.  Save your document as Activity 5-3 Complete. Close Microsoft Word 2016 to complete
this activity.
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Summary

In this lesson, we learned how to insert different types of content using Quick Parts, including
custom Quick Parts, building blocks, and fields. You should now feel comfortable adding all of
these elements to a document.

REVIEW QUESTIONS

1. What are Quick Parts?
2. What are document properties based on?
3. What are the steps to saving a custom building block?

4. What is the command sequence to insert a custom cover page that was previously saved
as a building block?

5. What is the shortcut key to lock a field to prevent it from updating?
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LESSON 6:
CONTROLLING TEXT FLOW

Lesson Objectives

In this lesson you will learn how to:
= Control paragraph flow

= Insert section breaks

= Insert columns

= Link text boxes to control text flow
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TOPIC A: Control Paragraph
Flow

When working with complex documents, you may need to fine-tune how text flows from one
page to another. In this topic, we will learn how to set various text flow options using the
Paragraph dialog.

Topic Objectives

In this topic, you will learn:
= About the paragraph flow options in the Paragraph dialog

PARAGRAPH FLOW OPTIONS

To customize paragraph flow options, first select the text that you want to modify. Then, click the
option button in the Paragraph group of the Home tab:

—

Business Overvi gusph, chuding spacag

ZoomEcods wil prepare estition . Ir Vision
gourmet meals that are ¢

then purchase the meals

be the world
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The Paragraph dialog box will open. Now, click the “Line and Page Breaks” tab:

Paragraph ? *
Indents and Spacing  Line and Page Breaks
General
Alignment:  [ETIN -
DQutline level: | Body Text ~ Collapsed by default
Indentation
Left: o 3 Special: By:
Right: o 3 (none ~ 3
[ Mirror indents
Spacing
EBefore: Opt 2 Line spacing: At
After: 10pt = Multiple ~ | |1.15 3
|:| Don't add space between paragraphs of the same style
Preview
ZoomFoeds will presars and disribute pre-packiged, frosen, gourme meds that ae seld in grecry
st Consurmen can then purchais the mads and reha them # hema
Tabs... Set As Default Cancel
You will see the following options:
Paragraph ? *
Indents and Spacing
Pagination
4] Widow/Qrphan contral
|:| Keep with next
|:| Keep lines together
|:| Page break before
Formatting exceptions
|:| Suppress line numbers
Dgon't hyphenate
Textbox options
Tight wrap:
Mone
Preview
ZoomFoeds will presars and disribute pre-packiged, frosen, gourme meds that ae seld in grecry
st Consurmen can then purchais the mads and reha them # hema
Tabs... Set As Default Cancel

Let’s focus on the pagination options circled above. You will see checkboxes for the following

items:
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=  Widow/Orphan control: Keeps a paragraph together so that single lines are not
abandoned at the top or bottom of a page.

= Keep with next: Keeps the selected paragraph on the same page as the next paragraph.

= Keep lines together: Keeps a selection of text together and prevents it from being broken
across pages.

» Page break before: Ensure that the selected text always appears on a new page.

Once you have set your options, click OK to apply them.

ACTIVITY 6-1
Controlling Paragraph Flow

In this activity, you will use paragraph options to control text flow in a workshop handout.

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

[~ Activity 6-1
m Microsoft Word Document
30.2 KB

2.  Scroll through the document. You can see that the pagination needs some help:

Session Two: Defining Human Resources
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3.  First, let’s make sure that each session starts on its own page. Right-click the Heading 1

style in the Styles gallery and click Modify:

Activity 6-1 - Word

(RO nset  Design  Loyout  References  Mailings  Review  View

o Palatino Linoty + |11 +| A a” | Aa~ | &

A
209 | azpbea| assbear |AaBbC| AcBbC AgBoc AL Ac
Oy Ei 7 Normal | 1 No Spac... | Heading 1 | Headina2  Headina 3 Title st
Update Heading 1to Match Selection

Copy

B I U-~-akx.x MA-¥-A-

==== =

Paste
- ¥ Format Painter

Clipboard 5 Font ~ Paragraph n
4 Modify...
Select All 4 Instance(s) t
Rename...
Remove from Style Gallery

Add Gallery to Quick Access Toolbar

4.  Click Format - Paragraph:

Muodify Style ? *
Properties

Mame: Heading 1

Style type: Linked (paragraph and character)

Style based on: 9 Normal A

Style for following paragraph: 9 Normal v
Formatting

Century Gothic (H|w |14 v| B I U |—v

= = = +
- - — +

1
3
1 1h
Il
It

Table of Contents

Font: [Default] +Headings (Century Gothic), 14 pt, Bold, Font color: Accent 1, Space A
Before: 24 pt
After: O pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles
gallery, Priority: 10 hd
Add to the Styles gallery [ | Automatically update
@ COnly in this document O Mew documents based on this template

Font...

Paragraph... L\\?
Tabs...

Border...
Language...
Frame...
Mumbering...
Shortcut key...
Text Effects...

233 of 385



Microsoft Office Word 2016 — Part 2

5.  Click the “Line and Page Breaks tab” if it is not already selected:

Paragraph ? *

Indents and Spacing  Line and Page Breaks

General

alignment: | [ETEINEN

DQutline level: | Level 1 ~ |:| Collapsed by default
Indentation

Left: o 3 Special: By:

Right: o 3 {none) ~ 3

DMirrorindents

Spacing
EBefore: 24pt = Line spacing: At
After: Opt 2 Multiple ~ 1 115 3

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

Preview

Taltleni Comammn

(If this tab is selected, skip to the next step.)

6. Check the “Page break before” box and click OK:

Paragraph ? X

Indents and Spacing

Pagination

Widow/Qrphan control

Keep with next

Keep lines together

Page break before

Formatting exceptions

|:| Suppress line numbers

[ Don't hyphenate
Textbox options

Tight wrap:

Mone ~

Preview

Tabic of Comamen

Tabs... Cancel
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7.

8.

Click OK to save the style settings:

Modify Style ?
Properties

MName: Heading 1

Style type: Linked [paragraph and character]

Style based on: T Mormal

Style for following paragraph: T Mormal

Formatting
Century Gothic (H|«w | |14 v| B I U ‘ I

I
11l
il
(]
Il
Il

o
e

Table of Contents

Font: [Default] +Headings (Century Gothic), 14 pt, Bold, Font color Accent 1, Space
Before: 24 pt
After: 0 pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles
gallery, Priority: 10
Add to the Styles gallery [ | Automatically update

@ Cnly in this document O Mew documents based on this template

Format ~

Cancel

Now, let’s see what our changes look like. Scroll through the first two pages and stop at

page three:

pate

Fagedots NsBwouts (3

By B Y-A B - | & Thormal | ThoSpac.. Heading! Hesting? Hesdmgs T

AsBbCcl| ABbCel AaBbC AcBbC Acibc AL

Cans

Case Study: Expansion Staffing

Case Study

As the Director of Human Resources for KBH Video Stores in New York, Virginia Todd knew
that she had her work cut out far her. Company management was moving forward with a gaal
of opening ten new stores in twelve months,

KBH already employed 480 people in 35 stores across the state in addition to the headquarters
staff of 31. Virginia knew that staffing the 10 new stores would require hiring and training|
about 150 people. She felt that her own small office was inadequately funded and staffed to
handle this task. She sat at her desk mulling over how to present a recommendation for her own.
staffing needs.

One of her concems was broaching the subject with her boss, because she had not officially been
told of plans, Virginia had learned abaut them through the office grapevine.
While she did ot like being kept in the dark. she was not surprised that she hada't been told.
Glenn Sullivan, the president of KBH, was noted for his autocratic leadership style. Virginia had
been warned early on that Glénn told his managers only what he wanted them to know and
that he expected everyone who worked for him to follow orders without question,

He was not an unkind persen, though, and Virginia had always golten along with him well
enough. She had never conironted Me, Sullivan about anything 5 it was with some concern
It cha amnmarchad him in his ffica latar Hhat das
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9. You will see that the “Case Study: Expansion Staffing” title is abandoned on its own line.
Select it as well as the contents of page four:

AsBoocl ABbCl AaBbC AcBbe Acebc ACIE
Se || Tl TN Hesting1 HesdrgZ Hesdon3  Tie
While she did ot like being kept in the dark, she was not surprised that she hads't been told.

Glenn Sullivan, the president of KBH. was noted for his autocratic leadership style. Vicginia had.

Glenn told hi: ly what he wanted them to know and
that e expected everyone who worked for him to follow orders without question.

He was not an unkind persen, though, and Virginia had always gotten along with him well
enough. She had naver confronted Mr. Sullivan about anything 5o it was with some concern
that she approached him in his office later that day.

“Mr. Sullivan,” she began. “1 hear that we are going to be opening 10 new stores next year.”

“That's right, Visginia," said Me. Sullivan. “We've already arvanged the credit lines and picked

out several of the sites.”

“What about staffing?” asked Virginia.

“Well, | assume you will take care of that, Visginia, when we get to that point."

“What about my own staff?” asked Visginia. *T think I will need at least three of four more

people. And we are already erawded for space so I hope you plan to expand the human

resource affice.”

“Not really,” said Mr. Sullivan. “The new demands on the human resource staff will be

temporary. It wouldn't be cost effective to hire and train additions to yous staff that will anly be

cut the next year. I am counting on you to plan the expansion staffing within our current
resource 1t may requi

reallocations but I'm sure you can handle that.*

10. Click the option button in the Paragraph group of the Home tab:

¥

Insert
-] J} Cut
EE Co
Paste e/
- ~ Format Painter
Clipboard ]

Design

Font [} Paragraph
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11. Click the “Line and Page Breaks tab” if it is not already selected:

Paragraph ? >

{ Indents and Spacing | Line and Page Breaks

N

General

Alignment: Left o

Outline level: | Body Text A Collapsed by default

Indentation

Left: o = Special By:
Right: o = (nonel ~ =
DMirrnrindents

Spacing

Before: 0 pt = Line spacing: At

After: 10pt = Multiple w115 =

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

Preview

Sa=rle Text Sa=rle Text Sa=wmle Text Sa=rmle Text Sa=rmle Text Sa=rle Text Sa=rple Text Sa=mple
Tt Sample Texs Sample Texs Sa=ple Toxt Sa=pic Toxt Sa=ple Toxe Sa=ple Tt Sa=ple Tees

Sa i Tes Saaple Teet Sammle Tems Sasple Teet Sammmle Texs Szl Tou

Tabs... Set As Default Cancel

(If this tab is selected, skip to the next step.)
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12.

13.

14.

text. Clicking the box will re-check it
and apply the setting to all text.)

Ensure that the first three options in Paragraph
the Pagination section are checked.

Indents and Spacing  Line and Page Breaks

Pagination
Widow/Crphan control
Keep with next

Page break before -
(If a bOX |S Shaded, |t means that the Formatting exceptions

setting is only applied to part of the [ Suppress line numbers

|:| Don't hyphenate
Textbox options
Tight wrap:

MNone

Preview

Sa=pile Tt Sample Teet Sammple Temst Sammple Toes Sample Text Sample Tee

Temes Sammpie Temes Smememiie Times S

Saeripls Teen Sampie Temes Sammpie T Smsmeple Toes Sampis Tees Saompie Teee

iz Tees Samepie Tems

Sammple Tes Sampie

Tabs... Set As Default Cancel

You will see that the text is now kept together over two pages:

T asmecd asBocd AaBbC AaBbC

Case Study: Expansion Staffing

Case Study

As the Director of Human Reseurces for KBH Viden Stores in New York, Virginia Todd knew
that stve had her work cut out for hez, Company u ath & goal
o epening ten new stores in twelve months.

KBH already employed 3 stores in addition to

stalf of 31, Virginia 10new hising and training
sbout 150 people, St felt that bes " and staffed to
handle this task. St sat at ” own
statting needs

- — — e

to1d of the axpansion plans. Virginia had learmed about them through the offics grapevine.
While she did not like being kept in the dark, she waz not surprised fhat she hadn't been told
8 KBH, was noted for hi ip style. Virginia had

boen wasned early on that Clena told his managers only what he wanted them to know and,
that he witheut question.

He was not an unkind person, though, and Virginia had always gotten along with him well
gh. She had Mz, Sulliveas sbou was with
Hhat she approached him in his office later that day.

“Ms. Sulivan,” she began, T hear that we are going o be opening 10 new stores next year.”

“That's right, Virginia,” said Mr. Sullivan. “We've already arranged the credit lines and picked
out several of the sites.”

“What about staffing?” asked Vicginia.

“Well, I assume you will take care of that, Virginia, when we get to that point.”

Scroll to page seven. Let’s see if we can use the same setting to fix the pagination of this
paragraph and table. Select the affected items that span two pages and click the option
button in the Paragraph group of the Home tab:
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15.

16.

17.

The “Line and Page Breaks” tab should

be open. (If not, click it to select it.)
Ensure that the first three options in
the Pagination section are checked
and click OK:

The problem is now fixed:

increased by 50%, but

We can easily see a trend: revenue grew by 50% in Year 2 and employees stayed the same, while
revenue and staff doubled in Year 3. From Year 3 to Year 4, revenue tripled but staff stayed the
same. Let's use the same chart and ill in the kown data for the current year, Year 4,

Paragraph ? *

Indents and Spacing  Line and Page Breaks

Pagination
ﬁidow.-’Orphan control
Keap with next

Keep lines together:
|:| Page break before

Formatting exceptions
Diuppress line numbers

[ oon't hyphenate

Textbox options

Tight wrap:
MNaone
Preview
e mn enadly am e Tl oy S0% im Ymar 2 and ey yed de same, wile
“fear 3 e Year 4, rovees sipled bt am E smyed g
dam Sor g

Tabs... Set As Default Cancel

AaBbCd AaBb( AcBbC
lormal  TNoSpac.. Heating]  Heading 2

Year

nm'ﬁ-pﬁ-r--l

4

ssonmlml

L]

7

1 we look at the first table of actual data, you can see that from Year 1 to Year 2, our revenue

I

figures for Year 5.

yees stayed the same. If we ps that the same fhing will
happen in the next four year period, we ca

n apply that formula to Year 4 to come up with

Yea Revenue | Employ
1 90,000 20
5 5135,000 20

Save your document as Activity 6-1 Complete. Close Microsoft Word 2016 to complete

this activity.
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TOPIC B: Insert Section Breaks

Another useful feature for complex documents are section breaks. For example, a textbook like
this one might use section breaks to set apart the different lessons. In this topic, you will learn
how to insert and manage section breaks.

Topic Objectives
In this topic, you will learn:
= What sections and section breaks are and when to use them
= How to insert a section break
= About the types of section breaks
= How to work with headers and footers to create section titles

SECTIONS AND SECTION BREAKS

If you often create long, complicated documents, you’ll probably find that section breaks will
come in handy. Section breaks let you divide your document into independent sections, allowing
you to apply different headers, footers, and formatting per section.

WHEN TO USE SECTION BREAKS

There are many useful applications for section breaks. One usage is to orient one or more pages
in a different way than the rest of the document. For example, a workbook might have a few
pages oriented in landscape to accommodate wide charts that wouldn’t fit on a page with
portrait orientation. You can also use section breaks to tell Word not to number the initial pages
of a document (such as the cover page and table of contents).
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INSERTING A SECTION BREAK

To insert a section break, click to place your cursor where you want the break to appear. Then,
click Layout = Breaks and choose what kind of section break you want to create from the bottom
section of the menu:

Our Vision

* Business-Overviewl
ZoomFoadswilkprepare-and distribute pre-packaged, frazen, Our-Vision¥
B ¥ e
)
L]
To-be-the-world-
1
[ Section Oresk et Fage) ] high-quality, pre-
packaged meal-
solutions.
Page3ors zmwos [F 89 Wl & - ' + o
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TYPES OF SECTION BREAKS

There are four types of section breaks available in Microsoft Word.

Next Page This command places a combination page and section break and moves
the text to the next page.

Continuous This section break can be placed anywhere within a page. Does not move
text to a new page.

Even Page Adds a section break and then jumps ahead to the next even numbered
page in the document.

Odd Page Adds a section break and then jumps ahead to the next odd numbered
page in the document.

CREATING SECTION TITLES

Sections also allow you to identify different parts of a document with different headers and/or
footers. This can help users navigate through the document, particularly if they are using
accessibility tools like a screen reader. Creating section titles is just like creating regular headers
and footers, except there are a few additional steps involved.

In this example, a new section has begun in the document, but it is still using the title from the
previous section:

T asBbecdc aasbCede AaBbCH sasoced |AQB || asbccr aosbeeon aasbcen RabCeDe

Business Plan
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To resolve this, we will double-click in the header area to open the Header and Footer Tools —
Design tab:

T asmbceoc assbeeoe AaBbCi AsBbre 2saeCed |AG B azob
mal MoSpacing Headingl Hesding? Heading3 | _Tae

A0BbCCOI AaBbCCDN

+ B00gr a3
*  Mix and Match package
+ 30-day mesl package

Then, on the Header and Footer Tools — Design tab, we will click the “Link to Previous” command
to toggle it off:

d ©- : cader & Footer Tools  ZoomFoods - Ward
File Home  Inset  Design  Layout  References  Mailings  Review Design Q Tellm - o...
[E1q Previous Different First Page i*Headerfrom Top: ~ 0.5" -
DO L BB ELLbk JE - — B8
- = = Ly Next Different Odd & Even Pages '+ Footer from Bottom: 0.5 :
Header Footer Page  Date & Document Quick Pictures Online Goto Close Header
- ©  Number- Time Infor Pars+ Pictures + Foater |4 LinktoPrevious | [v] Show Document Text 3] insert Alignment Tab and Footer
Header & Footer Insert Navigation k Options Position Close

Now, we can edit each header section independently:

Header Sedlien 2 Same s reviows | [ Header Section 3

Notice that the header tags identify whether each header or footer is the same as the previous,
or if it is a new title. You can repeat the “Link to Previous” command for each section title that
you want to modify. Or, to re-link the headers or footers, click the command again.

ACTIVITY 6-2
Inserting Section Breaks

In this activity, you will use section breaks to improve the appearance of our workshop handout.
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1. Open Microsoft Word 2016 and open Activity 6-2:

. Activity B-2
mE Microsoft Word Document
—| 30.2KBE

2. In order to work with section breaks, we should turn on formatting marks. Click Home
- Show/Hide:

Activity 6-2 - Word

Q Tell mew u want to do...

= ut a
O o 8l '"% AaBbCcl AaBbCcl
Paste P
5 ~ Format Painter E--] THormal T Mo Spac..
Clipboard ] Font ] Paragraph ]

3.  Now, select the page break and the page character at the bottom of the first page. Press
Delete on your keyboard:

Table of Contentsq

Session-One:Course-Overview reeereenasennearranaenaraeerannrarrns 29
Session-Two:Defining-Human-Resources Heereaerarrasaeeaeeaneran 29
The-Basics-of HR-Management T eeeetae et e e ernaanerann 29
Case-Study:-Expansion-Staffing Tt 31
Session-Three:-Skills-Inventory R teeereensennearreeraenanaesrannrannns 59
Session-Four:-Forecasting........... L S 61
1
Page Break 1
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4.  Without moving your cursor, click Layout - Breaks - Next Page:

H - ¢ -

File Home Insert Design

0 3 0 [ -

Page Breaks

Margins Orientation Size Columns

- - - -

Page Setup

)R L

References L ETITTH

Indent Spacing

Page
Mark the point at which one page ends
and the next page begins,

Column

Indicate that the text following the column
break will begin in the next celumn.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

-

S [ il

i

IT
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.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

5. The section break will now be inserted. Double-click in the footer area of the second

page:

*+ How

selecting, -

interviewingtechniques.T
+ + How-to-getemployees off-to-a-good-start 1
++ How-to-deal-with-compensa efits 1

¢+ Howtormaintainbealthy-emgl

* -+ Howt

B W |
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6. The Header & Footer Tools — Design tab will become active. Deselect “Link to Previous:”

H oS-

File Home

DOk B b Eldld B

Header Footer

Header & Footer

Page

Number =

Insert

Date &
Time

Design

Activity §-2 - Word Header & Footer Tools

layout  References  Mailings  Review  View Design

[Elq Previous

. 1 [l Next
Document Quick Pictures Online
Pictures

Info~  Parts~

Insert Navigation Options

Different First Page
Different Odd & Even Pages

Goto Goto
Header Footer 4.1 Linkto Prevluus /| Show Document Text

Q Tell me what you want to do...
-+ Header from Top:
'+ Footer from Bottom:
Insert Alignment Tab

Position

7. This will break the link between sections. Now, click Header & Footer Tools — Design -
Page Number - Format Page Numbers:

H -

File Home

OO R @ ELdLd B

Header Footer

Header & F

8. The Page Number Format dialog box will open. Click the “Start at” radio button and

Page  Date & Document Quick Pictures Online  Goto Goto
Mumber= Time Info~ Parts~ Pictures Header Footer #.: LinktoPrevious | [v] Show Document Text
B IopofPage » et Navigation Options

[ Bottom of Page »

E] Page Margins »

[A Current Position »

[ Format Page Numbers...

Insert

Activity 6-2 - Word Header & Footer Tools

Design  Llayout  References  Mailings  Review  View Design

[E14 Previous

[Eip Next

[ Remove Page Numbers

Different First Page
Different Odd & Even Pages

Header from Top:
"+ Footer from Bottom:
Insert Alignment Tab

Pasition

ensure that “1” is displayed in the increment box beside it. This will tell Microsoft Word
to re-start numbering at this section. Click OK:

Page Mumber Format

Mumber format:

|:| Include chapter number

Chapter starts with style: |Heading 1
Use separator: - [hyphen}
Examples: 1-1, 1-A

Page numbering
O Continue from previous section

(@) start at: |7 =

Cancel

1,23 . il
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9.  Your changes will be applied to the footer:

10. Click the Previous button on the Header and Footer Tools — Design tab.

H - 4 s Activity 6-2 - Word Header & Footer Toals
File Home Insert  Design  Layout  References  Mailings  Review  View Q Tell me what you want to do...
B B [1q Previou Different First Page i Headerfrom Top: 05"
O = o T - g
= (5 Next Different Odd & Even Pages 't Foater from Battom: 0.5
Header Footer Page  Date & Document Quick Pictures Online  Goto Goto
- Number~ Time  Info- Partse Pictures  Header Footer o Linkto Previous | [v] Show Document Text [31 Insert Alignment Tab
Header & Footer Insert MNavigation Options Position

This will take you to the footer for the first page and place your cursor in that area.

11. Click Header & Footer Tools — Design - Page Number - Remove Page Numbers:

=] ©- 0 & Activity 6-2 - Word Header & Footer Tools
File Home  Inset  Design  Layout  References  Mailings  Review  View Q Tellme w
- [Eiq Previous Different First Page . Header from Top:
O B B w El Ld kg E -
= 5 Next Different Odd & Even Pages  Footer from Bottorm:
Header Footer — Page Date & Document Quick Pictures Online  Goto Goto .
- - Number Time Infor Parts+ Pictures | Header Footer 4. Link toPrevious | [¥] Show Document Text [3 Insert Alignment Tab
Header & F [ Top of Page et Navigation Options Position
[ Bottom of Page 3
E] Page Margins 3
[# Current Position »

B Format Page Numbers.
[ RemovePage Numbers [
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12. The footer will be removed from the table of contents page only. Close header and

footer view:

Faster Sedion 1 |

LR + + 1o

Fagelots Nswonts (3 83

13. Click Home - Show/Hide to hide formatting marks:

Mailings

Home Insert Design Layout References

- C - - .—
o Palstino Linaty < [11 ~| A" A7 | Aa~ B IS .t

Copy
Paste B I U-amxx, ¥ - W Bl===
= ~ Format Painter = : A A b -
Clipboard [F] Paragraph [F]

Finally, scroll up to the top of page 1. Right-click the table of contents and click Update
Field:

14.

4T asmboa asbea AaBbC AcBbC Acebc ACE AIBECCL AaBbCeL
TWe  Subile Sublem.. Emphasis -

THormal TNoSpac. Heading] Heading? Heading 3

Table of Conte rwia-i -

Y- A
Session Two: Defining Human Resourc:
The Basics of HR Maragementocsd | oo T

Case Study: Expansion Staffing .| (3 updnsrisd 5
Session Three: Skills Inventory ’

Session Four: FOrecasting ...
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15.

When prompted, choose “Update page numbers only” and click OK:

Update Table of Contents ? by

Waord is updating the table of contents. Select one
of the following options:

@EUpdate page numbers onlyi
() Update entire table

A

16. The page numbers will now be properly displayed:

17.

Table of Contents

Session One: Course Overview

Session Two: Defining Human Resou.rrc-cjI

The Basics of HE Management

Case Study: Expansion Staffing

Session Three: Skills Inventory

Session Four: Forecasting

Save your document as Activity 6-2 Complete. Close Microsoft Word 2016 to complete

this activity.
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TOPIC C: Insert Columns

Columns are another way to control the flow of text in your document. This is particularly useful
for documents like newsletters and brochures. You can let Word set up the columns
automatically, or you can customize their appearance.

Topic Objectives

In this topic, you will learn:
= How to format text as columns
= How to set column options

TEXT COLUMNS

To create columns, select the text that you want to format. Then, click Layout - Columns and
choose how many columns you want to create:

X S ¥ Breaks -
m s 2
0Line Numbers - 3=
Margins Orientation e Columns " fing
< < = = b Hyphenation -
Page 5 -~
o
Thiee
e Business Plan
Right
Company Description
5= MoreColumns.. |y
* 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.
Marketing and Sales Strategy
Social
= " .
Media
Pagedof8 27of280words [¥ & B B - + + 109%
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The selected text will then be formatted according to the number and/or style of columns you
have chosen:

Company Description

Product List

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

* In-home parties
® 200 gram dessert packages
i s Door-to-door consultants
¢  Mix and Match package

*  30-day meal package

TEXT COLUMN OPTIONS

If you don’t like the preset column choices, click More Columns at the bottom of the Columns
menu. The Columns dialog box will appear:

Columns ? X

Presets

One Two Left Right
Number of columns: |2 = []Line EEMEEHG
Width and spacing Preview
Col # Width: Spacing:

4k

3 <] los-
—:
[ ] :

Equal column width

4k

4k

Apply to: | Selected sections |~ 6 Start new column

At the top of the dialog, you can choose a preset (1) column configuration. (This can be a useful
starting point, and includes the same list that is offered in the Columns menu on the Layout tab.)
You can also manually enter the desired number of columns in the appropriate text box (2).

The next section of the dialog box (3) lets you customize the width and spacing for each column.

You can also tell Word to create columns of equal width (4) and/or to add a line between
columns (5). All of your choices will be shown in the preview area (6).
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As a final note, you can use the “Apply to” menu (7) to choose what part of the document the
columns will be applied to. Your options include particular sections, a selection of text, or the
entire document.

Once you have finished setting your options, click OK to apply them.

AcCTIVITY 6-3
Inserting Columns

In this activity, you will format text as columns.

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

— Actﬁ”t}" 6'3
mE Microsoft Word Document
—| 30.3KE

2.  Scroll to the bottom of the third page. Select the text “Pros” and “Cons:”

Case Study: Expansion Staffing

w York, Visginia Todd keew

moving forward with a goal
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3.  Now, click Layout - Columns - More Columns:

H ©-

File Home Insert Design

T =

. , . . [0 Line Numbers -
Margins Orientation Size Columns 2
= = = - bt Hyphenation =

Page § a

One

Twao

Three

= Left

=z| Right

== Moeore Columns... Ib

4. The Columns dialog will open. Select Two from the Presets section at the top:
Columns ? >
Presets

One Two Left Right
Mumber of columns: |1 = Line between
Width and spacing Preview
Col# Width: Spacing:

— :
— :

Equal column width

4k
4

4k

4k

Apply to: | Selected text A Start new column
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5.

6.

Check the “Line between” box:

Columns
Presets
One Twio

Mumber of columns: |2
Width and spacing
Col#  Width:

B
|

Equal column width

4k

Apply to: | Selected text

Three
Spacing:

0.5 =
R

Left Right
Line between

Preview

Start new column

Ensure that the “Apply to” menu says “Selected text” and click OK:

Columns

Presets

(]
m
o
(]

n

Mumber of columns: |2
Width and spacing
Col#  Width:

(v ]
— :

Equal column width

4k

4k

4k

Spacing:
0.5°

Apply to: | Selected text

4k

4k

L3

Preview

Start new column

L3
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7. The text will now be formatted as columns. Click after the word “Pros” and press Shift +
Enter three times to lengthen the line:

Discuss the pros and cons of being a human resource professional.

Pros Cons

8. Now, scroll to the sixth page of the document. Select the bulleted list and click Layout -
Columns - Left:

Session Three: Skills Inventory
buuzz words out in the mark sight now
aking the most of the knowledge, skills, and abiliti

really

low? By doing a skills inventory, for starters, A skills inventory evaluates an employee's:
+  Knowledge
+  Skills
+  Abilities
+  Qualifications
* Interests
¢ Motivation to learn new skills
*  Future plans (retirement, advancement)

«  Attitude

9. The formatting will now be applied:

How? By doing a skills inventory, for starters. A skills inventory evaluates an employee’s:

*  Knowledge * Interests

s Skills *  Motivation to learn new skills

s Abilities *  Future plans (retirement, advancement)
o  Qualifications o Attitude

10. Save your document as Activity 6-3 Complete. Close Microsoft Word 2016 to complete
this activity.
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TOPIC D: Link Text Boxes to
Control Text Flow

If you’re creating a story type of document (such as a newsletter), you can create multiple text
boxes and link them. This way, when there is too much text for one text box, it will overflow into
the other box. In this lesson, you will learn how to use linked text boxes.

Topic Objectives
In this topic, you will learn:
= How to link text boxes
= How to insert text from a file

LINKED TEXT BOXES

To link text boxes, click the first box. (Notice how in this example, there is currently too much text
in the first text box to be displayed.) Then, click Drawing Tools — Format - Create Link:

256 of 385



Microsoft Office Word 2016 — Part 2

Now, click a second, empty text box:

Now the boxes will be linked. Notice how the text flows from one box to the next:

it When you work on & table, dlick where youwant toadd | |0
a row or a column, and then click the plus sign|

(If there is still too much text for the second box, you will be able to continue linking to additional
text boxes.)

To break the link, select the first linked box and click the Break Link command on the Drawing
Tools — Format tab:

Microsoft Office 2016 - Word

£ Edit Shape + 2 shapeFill

ENNOO0O — — —
AT L> L (5 - E Draw Text Box ‘ Abc | | Ape ‘ Abc Abc ‘ Abc | | Abe ‘ ~| [ Shape Outline - A A

L TextFill - LHA [1*] cs
B - B Text Outline - _r:;tl m" .

- o = - ign | Breal
IRAR SR S 40 7| Q@ Shape Effects - 7B TestEifects~  pirection~ Ten e | Link L

Insert Shapes Shape Styles [ Wordart Styles [ Text

Following this action, all text will now be moved back to the original text box (or back one box in
the chain, if multiple text boxes are linked).

INSERTING TEXT FROM A FILE

Although you can copy and paste text between programs, you may occasionally find it easier to
insert the text directly from the file.
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To do this, place your cursor at the location in your current Word document where you want the

inserted text to go. (You can choose any place in the document, including a text box.) Then, click
Insert - Object - Text from File:

When the Insert File dialog appears, browse to your file, select it, and click Insert. (You may need

to select your file type from the menu in the bottom right-hand corner of the dialog box.) Here,
we will insert text from a plain text document:

E| Insert File

&«

X
~ 4 > ThisPC » Desktop »

v O Search Desktop »
Qrganize + New folder

- O @
# Quick access MOS3011_Ward_2016_2_ExerciseFil [ZiEEE ST s
E es Text Document
I Desitop 93 bytes
3 Downloads

|Z| Documents

%% %%

=] Pictures

b Music

Videos
[ Microsoft Word
@ OneDrive
& This PC
¥ Network

[0 3 Homegroup

Range:

Range...

File name: | Keyboard Shortcuts v | |AlFites

Tools - Insert |v Cancel
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The text from the file will then be inserted and the original file formatting should mostly be intact
(which in this case is no formatting at all). You can now format and edit the text as you normally

would in Word:

ACTIVITY 6-4
Linking Text Boxes

In this activity, you will use your training document to create a brochure.

1. Open Microsoft Word 2016 and open Activity 6-4A:

—{ Activity 6-4A
mE Microsoft Word Document
—| 101 KB
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2.  Ensure that you are viewing the second page of the document. Click to place your
cursor in the text box on the left-hand side:

asmncel | asmbcd AdH

©

123 Main Street
Acmeville UsA

3. Now, let’s insert our Course Overview and Course Objectives from the handout. We've
already saved it as a separate file, so click Insert - Object = Text from File:

| Tetpemra. [y

4. Use the Insert File dialog to browse to your Exercise Files folder. Locate the Activity 6-4B
file. Select it and click Insert:

) Insert File
N

Organize +

s Quick access
I Desktop
4 Downloads
[& Documents
&= Pictures

D Music

& Vvideos

% OneDrive
[ This PC
¥ Network

+& Homegroup

) Microsoft Word

<« Desktop »

New folder

% %% %

Range:

MOS3011_Word_2016_2 ExerciseFiles

. Activity 6-1
Microsoft Word Document
30.2KB

. Activity 6-4A

Microsoft Word Document
101 kB

Range...

> Starting Files for Activities >

X

Lesson 6 v @]  Searchlesson6 P

- m @
Activity 6-2
Microsoft Word Document

ME 302 KB

Activity 6-48
w Microsoft Word Document
188KE

1. Activity 6-3
mE Microsoft Werd Document
I=| 203k

File name: | Activity 6-4B

| [anword Dacuments ~

Cancel
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5. The text will be inserted. However, you can see that there is too much text for this text
box. To resolve this, let’s link it to the second box. With the first text box still selected,
click Drawing Tools — Format - Create Link:

S~ 000 D[] 75 it Shape- 22 ShapeFil-

References  Mailings  Review  View Fermat
b

+ [Z Shape Outline =
* 2 Shape Effects +

6.  Your cursor will turn into a pouring icon. Click the second text box:

HR Training

7. The overflow text will be inserted:

HR Training

261 of 385



Microsoft Office Word 2016 — Part 2

8.

Clearly we still have some adjusting to do. Click the first text box and resize it lengthwise
so that there is room for the entire Course Overview section:

HR Training

O ? O

Q

o

Course Overview

In today’s fast-moving world,
many managers and supervisors
are expected to deal with some
human resource issues. They
may be asked to take part in
developing job descriptions, sit
i on interviews, or take
responsibility for discipline.
Thas three-day workshop will
introduce those managers to
human resource concepts. We
will walk you through the hiring
process, from performing a
skills inventory to conducting
the interview: discuss
ortentation; and cover some
1ssues that arise after the hiring
(such as diversity 1ssues,

compensation. and discipling).

ik
Tl
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9.  Finally, select the bullets in the second text box. Apply the Times New Roman font so
that this text matches the rest of the document:

alla %Cut

D gge
Paste B Copy

Insert Design Layout

- ¥ Format Painter

Clipboard

T

-

References

O sitka Banner

O sitka Display

O sitka Heading

O sitka Small

O sitka Subheading
O sitka Text

O Smp ITE

O STENCIL

O Sylfaen

O symbol

O Tahoma

O Tempus Sans ITC
O Times New Roman

O Trebuchet MS ks

ABXSE$IIo
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10. Resize this text box to fit the text:

g

I

'S

i
Bat®

™
L

e

Learning Objectives

At the completion of this
workshop. you will be expected
to know and understand:

The latest trends in the
human resource field and
the changing role of the
human resource
professional.

How to write job
specifications and identify
core COmMREIenCiEs.
Methods of finding,
selecting, and keeping the
best people using
behavioral description
interviewing techniques.
How to get emplovees off

to a good start,
How to deal with

compensation and benefits.

How to maintain healthy
employee relations.

How to make performance
appraisals a cooperative

|

"
e

¥
bt

'L..r

O

11. We can leave the third text box blank as an image will be added there later. Save your
document as Activity 6-4 Complete. Close Microsoft Word 2016 to complete this

activity.
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Summary

In this lesson, you learned different ways to control text flow in a document. We explored the
different options in the “Line and Page Breaks” tab of the Paragraph dialog. We also learned how
to use section breaks, columns, and text boxes to lay text out in different ways. You should now
feel comfortable controlling text flow using a variety of tools in all types of documents.

REVIEW QUESTIONS

1. How do you open the Paragraph dialog box?

2. What is the command sequence to format a selected block of text into three columns?
3. Name two types of section breaks available in Microsoft Word.

4. What is the command sequence to insert text from a file?

5. Which tab contains commands to create and break text box links?
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LESSON 7:
USING TEMPLATES

Lesson Objectives

In this lesson you will learn how to:
= Create a document using a template

= Create and manage templates
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TOPIC A: Create a Document
Using a Template

Microsoft Word provides hundreds of pre-designed documents called templates, such as letters,
brochures, and reports. You can take these documents, add your own information, and have a
completed file within minutes. In this topic, we will learn all about this useful tool.

Topic Objectives
In this topic, you will learn:
= About templates in Word
= How to create a document from a template
=  Where templates are stored on your computer and how to view them

TEMPLATES IN WORD

A template is a document that contains preformatted styles, graphics, objects, and/or sample text.
Its purpose is to provide a method of laying out content to save you time and help you keep your
documents consistent. Templates can be used with styles and themes to provide even more
customization options.

Microsoft Word templates are saved as .dotx files. This way, they can be re-used without
overwriting the template contents. You can also save templates with macros using the .dotm
extension.

Types of Templates

There are two main types of templates that Microsoft Word uses. The templates that we will be
interacting with are called document templates, which focus on the formatting and layout of a
particular file. Microsoft Word also uses a template called Normal.dotm to remember settings like
your default font size, program options, and more.
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Content Controls
Many templates feature content controls, which are placeholders that include important

document information for you (or make it easy to do so). For example, this date placeholder

allows us to easily choose what date to display:

678 8
EIRTRTIRH
o[z 2 n
Zm s

CREATING A DOCUMENT FROM A TEMPLATE

To create a document from a template, click File - New:

Info

Letter

Documents » Word Sample Files

Protect Document

} Control what types of changes people can make to this document.
Protect
Document =
A Inspect Document
\EJ

Befare publishing this file, be aware that it contains:

Check for Document properties, content type information, template name and author's
Issues - name
Headers and footers
Custorn XML data
Content that people with disabilities find difficult to read
Account
Options *rj Manage Document
q Checkin, check out, and recover unsaved changes.
Feedback Manage _j There are no unsaved changes.
Document ~
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With the New category displayed, you will see a list of templates (1) in the middle pane. There is
also a search box (2) with suggested search links (3) at the top of the window:

Lt w
New
Q. »
°\m,; Pesonal Industry  Print  DesignSets £
FATURED  peRSENAL
( _): - Aa Title 5]
Take a
tour
Er— Welcome a Wand Co
TITLE Title
et nescme
EEEEEN EEEEEE -
Spoc deign (bark) Rapart dsign (oo Shadort ropar it v PP —— Acadenic e (-
e s — s e frm—r——

TITLE

Banded design (blank)

Weskdy asignament cae

Sales iice (Business.

(Note that Internet access is recommended for the best results.)

If you see a template that you like, move your mouse over it and click the pin icon to keep it at the

top of the templates displayed in the New category:

Leer-Wond
New
L L2
= s
( > L Aa Title 4]
Take a
tour _
e Welcome ta Won [I——— S—— Blog pos
TITLE Title
- 1 neanms [
[—| |
EEEEEN EEEEEE -
Spoc deign (bark) Rapart dsign (oo G & PP —— Acadenic e (-
e s — s e frm—r——

TITLE

Banded design (blank)

Weskdy asignament cae

Sales iice (Business.

You can always click this icon again to unpin it.
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To create a document from any template, click its thumbnail. With any template except “Blank
document,” you will then see additional information about the template:

Banded design (blank)

Provided by Micnesaft Corparation

T|TLE - mert festuring the Banded

e b
Hometab. highioht
These

Comemeicate yourideas.

You can click the left or right arrows to preview different templates, or click Create to download
the template and open it as a Word document, ready for editing. This is the option we have chosen
for this example:

]
e ;
&y X o e =8 DFind -
D & o Cotel eade - (25 - & 0| M- | & E asbeced aspoceo QIR AABBCC | AAL| 4485cCl daBboc AABBCCI AABBCC ASBBCCD ABOCC | o
Pute  matpinee B T Ucmn [ A-¥-0- @ « v || THommel MoSpacing Hesding? Hesding2 | Tale Subtile Subllefm. Emphasis interseE. Stomg  COuote |- ‘1\‘, f
Clbosra 3 Font 3 [— " syes P EEN

MITLE

. use the Styles gallery on the Home tab. You ean format

our headings by using heading styles, or highlight important text using other styles, like Emphasis and
Intense Quote. These styles come i formatted ta look d work tagether i
your ideas.

Go ahead and get started.
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VIEWING PERSONAL TEMPLATES

To view templates that you have saved to your computer, click the Personal link in the New
category of Backstage view:

New

Search for online templates J

Suggested searches:  Business  Personal  Industry Print  DesignSets  Education  Event

FEATURED PERSONAL

6 TITLE

Take a
Account tour ....
Blank document Welcome to Word Banded design (blank)

Options

Templates stored in your user account will now be displayed. Click the desired file to create a new
document from it:

New

Search for online templates

Suggested searches:  Business  Personal Industry Print  Design Sets Education  Event

FEATURED PERSONAL

Account

ZoomFoods -

Options
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TEMPLATE STORAGE LOCATIONS

Your personal templates are typically saved in C:\Users\<Your User Name>\Documents\Custom
Office Templates. Templates that are included with Microsoft Word, or that have been
downloaded locally, are saved in C:\Users\<Your User Name>\AppData\Roaming\Microsoft\
Templates.

AcTivity 7-1
Creating a Document Using a Template

In this activity, you will set up a scorecard using a template. Internet access is required for this
exercise.

1. To begin, open Microsoft Word 2016.

2.  Onthe Start screen, click the Open Other Documents link to switch to Backstage view:

» Sign in to get the most out of Office
Lesem mare:

Aa Title =] TITLE TITLE
CrET— -

.....
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3.  Click the New category:

4. Inthe search field, type “football scorecard.” Click the magnifying glass to perform the
search:

Aa Title a

Single spaced lank)

o Spe

g vt fye .. Personallechend
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5.  One result should appear. Click its thumbnail to select it:

Word

New

(3 oma | fostsal scorscard »
Caragory
e
Foatul
Fom
e,
o

Seorscsets

6.  Click Create to confirm the process:

[FOOTHALL GAME THILE] [YEAR] - FINAL SCORE
TEAM NAME

w
=
<
z
=
<
=
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The template will download and open. Enter the name of your favorite football team on

the left-hand side:

T | nadoceor Astbce AcBb( |ACB| acsece Ao

Thieemal T Humbess |2 Tosm . | 7 Spa

[FOQTBALL GAME TITLE] [YEAR] - FINAL SCORE
TEAM NAME

o | v 2 | s | 4 | s | s 7| s |

Acme Rcvens|
a

(You can use our sample team name, Acme Ravens, if you can’t think of anything.)

Type in “Coolsville Cup” for the game title and “2020” for the year:

tambcetn Aosace AaBLC AQB aoce

Thermal  THumbers T Tesm M. T Mo Spa

TEAM NAME

0 1 2 3 4 5 & 7 8 9

Acme Ravens
IS
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9. Type “Bedrock Boulders” for the top team name:

Acme Ravens

4 s &

10. Let’s customize the document a bit more. Click Design - Themes - Banded:

Documentl [

H - O
File Home Insert Design Layout
E Titlex : TITLE Tifle Title

Themes |- oo
l};ﬁce
Aaj| Aaﬂ Aqﬁa Ao“]
el e
Aa “’I Aa 7_ Aa j Aa 1
i, Ogme | Rawper o
Aa T Aa “: Aa 1 Aa 1
e e o e
Aaj| Aqi Aaj| Aa1|
e o e Soon
Aa Aa j Aa T Aa j|
s e e

Beset to Theme from Football pool scorecard Template

r|f| Browse for Themes...

'!_'E Save Current Theme...

Refel

-
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11. Now, click the Table Tools — Design tab and pick a new style for the table:

Bedrock Boulders|

a 1 2 3 4 5 6 7 8 9

Acme Ravens

12. Click File > Save As - Browse:

Save As

Py B
[:E% Other Web Locations

El;l This PC
== Add a Place
Browse
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13. The Save As dialog box will open. Notice that the file type defaults to a regular Microsoft

Word document. Save the file to your desktop as Activity 7-1 Complete:

) save As X
“« ~ B> ThisPC > Deskiop v @ | Search Desktop -]
Organize v New folder - @

# Quick access MOSS011_Word_2016_2_ExerciseFil
[ Deskiop 1 I

4 Downloads
[%] Documents
&) Pictures
B Music

B videos
[ Microsoft Word
7a OneDrive
[ This PC
=¥ Network

»& Homegroup

File name: | Activity 7-1 Completd]

Save as type: | Waord Document

Authors;  Acme Widgets Tags: Addatag Title:  Football peol scorecard

[ Maintain [ Save Thumbnail
compatibility with

previous versions of
Word

“ Hide Folders

Tools = Cancel

14. When prompted to convert the file, click OK:

Microsoft Word 7

Your document will be upgraded to the newest file format.

While you'll get to use all the new features in Word, some minor layout

changes are possible, If you prefer not to upgrade, press cancel and
check the maintain compatibility checkbox.

[] Do not ask me again

Tell Me Maore... Cancel

15. Close Microsoft Word 2016 to complete this activity.
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TOPIC B: Create a Template

Once you have become comfortable using pre-defined templates, you can begin constructing your
own templates and using them to create new documents. In this topic, you will learn how to

create, modify, and manage templates.

Topic Objectives
In this topic, you will learn:
= How to create a new template
= How to modify an existing template
= How to attach a template to a document
= About the Organizer
= About the default template location

CREATING A NEW TEMPLATE

If you want to create your own template, it’s easy! First, create the document with placeholder
information. For example, if you are creating a letter template, you might want to include the

company name and information, but leave the other fields blank:

Acme Widgets Inc |
266: st Lane
Lexington, KY 40507
[Date]

[Recipient Name]
[Company Name]
[Street Address]
[City, ST ZIP Code]

Dear [Recipient Name}

On behalf of everyane at Acme Widgets, thank you for chaasing [}
vice] for your needs. [Name of product or service] includes the follawing excellent
r benef

We are committed to providing you with the highest level of customer satisfaction
possible. If for any reason you have questions or comments, we are delighted to hear
from you. Call our toll-free number, 1-800-WIDGETS, or send us email at
support(@acmewidgets.com. You can expect us to respand to your e-mail within &
hours.

Again, thank you for your patronage. We look forward to serving you

Sincerely,

1 AdaBbCel

AaBbCel
Intense B Swong
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Once relevant information has been placed in the template, save it by
Browse:

clicking File - Save As -

Save As

Py

[:'E% Other Web Locations
El:| This PC

== Add aPlace

Browse

The Save As dialog will open. First, click the “Save as type” menu and choose Word Template:

mSavaAs
<« « / B> ThisPC » Desktop » v
Organize * New folder

# Quick access
JB Deskiop
3 Downloads
Documents
[&] Pictures
D Music
B videos

MOS5011_Word_2016_2_ExerciseFil
e

W oW NN

@ Microsoft Word
@ OneDrive

[ This PC

¥ Metwork

*& Homegroup

Search Desktop

E- @

File name: | Letter Template

~

Save as type: |Word Document

Authors:

Word 97-2002 Template
PDF

XPS5 Document

Single File Web Page
Web Page

Web Page, Filtered

Rich Text Format

“ Hide Folders

Plain Text

Word XML Document
Werd 2002 XML Document
Strict Open XML Document
OpenDocument Text

Werd Document
Word Macro-Enabled Document
Word 97-2003 Document
B
Word Macro-Enabled Template
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This will automatically choose the correct file location for you. Now, enter a file name and click

[ save is x
<« - <« Local Disk (C:) # Users » Acme Widgets » Documents » Custom Office Templates v O Search Custom Office Templa... @
Organize * New folder = @
# Quick access Name Date modified Type Size
[ Desktop > Mo itemns match your search.
& Downloads ~ #
Documents  #
| Pictures &
D Music
B Videos
[ Microsoft Word
¢@& OneDrive
= This PC
¥ Metwork
s Homegroup
File name: ‘ Letter Template | ”
Save as type: | Word Template ~
Authors:  Acme Widgets Tags: Add atag Title: Thank you to new customer
[]5ave Thumbnail
= Hide Folders Tools - Cancel

Saving the file in the default location will ensure that it is displayed in the Personal category of the
New category in Backstage view:

New

Search for online templates

Suggested searches: Business Personal Industry Print  Design Sets  Education  Event

FEATURED PERSONK

Account

Options Letter Template
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MacroButton Fields

You can also use fields to make using templates even easier. To begin, place your cursor where you
want the field to go. Then, click Insert - Quick Parts - Field:

E 14 _‘ _J—’—:l

- 3 - s n \ s [ Signature Line ~
= - = Il @ @ W bnd L H 3 £ = =] Uig&'\m!
Cover Blank Page Table Pictures Online Shapes Smarthrt Chart Screenshol g\t add.ing - Vikipedia | Online ~ Hyperlink Bookmark Cross-  Comment Header Footer Page  Tedt Quick Wordart —
Page« Page Bresk - Pictures  + . o reference - © Mumbers Box- Pamse Clobjest -
Fages bies Wustrations g WMedia ks mment: teader & Footer

In the Fields dialog box, locate and select the MacroButton category:

Field ? X

Please choose a field Field properties
Categories:

()] ~

Click the button below to set advanced field options

X Formula...
Field names: =

IncludePicture ~
IncludeText

Index

Info

Keywords

LastSavedBy

Link

ListMum

MacroButto

MergeField

MergeRec

MergeSeq

MNext

Mextlf

MNoteRef

NumChars

MumPages

NumWards ©

Preserve formatting during updates

Drescription:
Calculate the result of an expression

Field Codes Cancel

Now, you can choose the desired action and set the display text. Click OK:

Field ? b
Please choose a field Field properties Field options
Categories: Display text:
(AT —*bouble-c\lck here to run the Accessibility
Field names: Macro name:
IncludePicture r’s AcceptAllChangesinDoc ~
IncludeText AcceptAliChangesinDocAndstopTrac
Index AcceptAllChangesShown
Info AcceptAllConflictsinDoc
Keywords AcceptChangesAndAdvance
LastSavedBy AcceptChangesOrAdvance No field options available for this field
Link AcceptChangesSelected
Listhum AcceptConflict
AcceptConflictAndAdvance
MergeField AccessibilityChecker
MergeRec ActivateObject
MergeSeq AddDigitalsignature
Next AdditionalActions
Mextlf AddObjectText
NoteRef AddToContacts b
NumChars
NumPages
NumWaords v
Description:
Run a macro
Field Codes cancel
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The field will be inserted and will run the related command when double-clicked:

i Accessibility Checker ~ X
Iespection Results
v N
Don't forget to check the docum :,.W:I T.-,- ,JA : ,"::v A"
*Double-dlick here to unthe Accessibilty Chegker now!”
o ot L] & ' =
MODIFYING A TEMPLATE

To modify a template, click File - Open - Browse:

@ Recent

HE% Other Web Locations

El;l This PC
ml= AddaPlace
Browse
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In the Open dialog box, navigate to the location of the template file, select it, and click Open:

El Open

Organize +  New folder

s Quick access Name

Desktop 0] Letter Template
4 Downloads

[£| Documents

] Pictures

D Music

Videos
[ Microsoft Word
@ OneDrive
3 This PC
¥ Metwork

s Homegroup

Date medified

9/21/2015 2:29

PM

T <« Local Disk (C) » Users » Acme Widgets » Documents » Custom Office Templates

Type

x

v O Search Custom Office Templa... @

Microsoft Word T... 28 KB

File name: | Letter Template

| |anFites

=~ 1 @

Cancel

(If you cannot see your template file, ensure that the filter above the Open button is set to All

Files.)

If you are using File Explorer to open the file, double-clicking a template will open a new Word
document based on the template, not the actual template itself. In order to open the template for

modification, right-click the template file and click Open:

0| Letter Template

MNew

Open

Print

Open with..,
Share with

Restore previous versions
Send to

Cut

Copy

Create shortcut
Delete

Rename

Properties

posoft Word T... 28

With either of these actions, the template file will open and let you make changes. Word’s title bar
will display the template name (not Documentl, Document2, etc.):
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Pue
o Format Painter

Cupboara 3 Font

Pageiotz  1stwanss

L9 nasbcer| AsBcer Assbeer asEboer Aspboet Assbeet AQE damhcd dadsecl AaBbCel

By- (0« | racoress | nomsing  TDse  TMomal 1 Sakstion

Tsrature TRk SubleEm. Emphasis IntenseE.  Shiong

Fanagrapn g stye

JAcme Widgets Inc.

2665 Meadowcrest Lane
Lexington, KY 40507
[Date]

[Recipient Name]
[Company Name]
[Street Address]
[City, 5T ZIP Code]

Dear [Recipient Name]
On behalf of everyane at Acme Widgets, thank you for chaasing [Name of product

rvice] for your needs. [Name of product or service] includes the following excellent

We are committed to providing you with the hi of customer

passible. If for any reason you have questions or comments, we are delighted ta hear
from you. Call our toll-free number, 1-8oo-WIDGETS, or send us email at
supperi@acmewidgets.com. You can expect us to respond to your e-mail within 8
hours.

Pind

= Replace

ATTACHING A TEMPLATE TO A DOCUMENT

If you have older files that you would like to update with a new template, Word can apply the

formatting of a template to an existing file, saving you the trouble of recreating the old files.

First, make sure the Developer tab is visible. You can enable this tab by clicking File = Options -
Customize Ribbon. Then, in the list on the right-hand side, check Developer. Click OK to apply the

change:

Word Options ? X
Generl E“E Customize the Ribbon and keyboard shortcuts.
Display
X Choose commands from: Customize the Ribbon:
Procfing Popular Commands Main Tabs v
Save
Accept Revision Main Tabs
benguage M Add Table ’ El B Home
Advanced Align Left Clipboard
Bullets 3 Fant
Customize Ribbon Center Paragraph
Quick Access Toolbar - Change List Level ' Sb’f‘_a
Copy Editing
Add-Ins Cut Insert
Define New Number Format... Design
Trust Center Delete Layout
Draw Table M
Draw Vertical Text Box References
Email Mailings
Find .
Fit to Window Width -
Font I5d
A Font Color »
A Font Settings
Font Size I- Blag Post
lag* Footnote Insert (Blog Post)
‘E Format Painter Qutlining
é\ Grow F_D”t Background Removal
(=] Hyperink...
5 Insert Comment
'# Insert Page Section Breaks 4
FD Insert Picture MNew Tab MNew Group Rename...
Insert Text Box
= = Customizations: Reset « i
Keyboard shortcuts: | Customize.. Import/Export ~ |(@
0K Cancel
s
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Now open the old document you want to enhance with the new template. Click Developer -
Document Template:

Old Letter for Services - Word

Home Insert Design

Layout References [ETILTH

" ®7Record Macro 8 [i= Aa Aa b Design Mode -
IJ DLT Pause Recording " ﬁ g m B [E D M

Review View Developer ';‘-‘ Tell n

Properties =
Visual Macros Add- Word COM _ : XML Mapping Block Restrict Document
Basic Y. Macro Security ins  Add-Ins Add-ins | B S5~ Group Pane Authors - Editing | Template
Code Add-Ins Controls Mapping Protect Templates %

The Templates and Add-ins dialog will appear. Click the Attach button:

Termnplates and Add-ins

Templates XML Schema XML Expansion Packs  Linked C55

Document template
Normal|
DAutomaticallygpdate document styles *
Attach to all new e-mail messages
Global templates and add-ins

Checked items are currently loaded.

Add...

Full path:

DOrganizer.., Cancel

Choose the template that you want to attach to the document and click Open:

[F Attach Template

X
« « 4 || > ThisPC > Documents > Custom Office Templates v|®| | Search Custom Office Templa... 0
Organize +  Newfolder

=~ M @
# Quick access Name Date modified Type Size
[ Desktop

¥ Downloads
[& Documents

O] Letter Template 9/21/2015 2:29 PM Microsoft Word T... 28KB

RS

&= Pictures

D Music

& videos
[ Microsoft Word
‘@ OneDrive
[ This PC
¥ Network

*& Homegroup

File name: | Letter Template ~| A Word Templates -

Tools Cancel
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Back in the Templates and Add-ins dialog, check “Automatically update document styles” and click
OK:

Ternplates and Add-ins ? x

Templates XML Schema XML Expansion Packs  Linked C55

Document template

CihlsershAcme Widgets\Documents\Custom Office Templates'Letter Tv Attach...

|§Autnmatical|y update document st}rles?l

Attach to all new e-mail messages

Global templates and add-ins

Checked items are currently loaded.

Full path:

Qrganizer... Cancel

The old document will now be using the components defined in the template. You will likely need
to do some tweaking, but the basic elements should be intact.

MANAGING TEMPLATES WITH THE ORGANIZER

You can also copy individual styles from a template to a particular document. To begin, ensure that
the Developer tab is displayed. Then, click Developer - Document Template:

Old Letter for Services - Word

Home Insert Design Layout References Mailings Review View Developer Q Tell me what you want to do...
j D 23 Record Macro #ﬁ = Aa Az [=| BE B Design Mode [E D =
R Pause Recording Eﬂ & Properties i X =
Visual Macros Add- Word COM _ XML Mapping Block Restrict Document
== Group
Basic ! Macro Security ins  Add-Ins Add-Ins | 8 &5~ Group Pane Authors - Editing | Template
Code Add-Ins Controls Mapping Protect Templates %
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In the Templates and Add-ins dialog, click Organizer:

Templates and Add-ins

Templates XML Schema XML Expansion Packs  Linked C55
Dacument template

& Widgets\Documents\Custom Office TemplatesiLetter Template. dotx Attach...
Automatically update document styles
Attach to all new e-mail messages
Global templates and add-ins

Checked items are currently loaded.

Full path:

e ||

The Organizer dialog will appear:

Organizer ? X
Macro Project Items
In Old Letter for Services: In Normal:
Address ~ Default Paragraph Font
Balloon Text No List
cc/Enclosure Normal
Closing Table Mormal
Date
Default Paragraph Font
Footer
Header v

Styles available in: Styles available in:

Old Letter for Services ([Document) b Mormal.dotm (global template) ~

Close File e e Close File

Description

Your current document should appear on the left (1). On the right, you will see all styles that have
been saved in Normal.dotm (2), the document template for all new blank documents opened in
Word. You can use the drop-down menus and the Close File buttons (3) for each list to modify the
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document whose styles are being displayed. Once a style is selected, you can use the buttons in
the middle of the dialog (4) to copy them between templates, as well as delete or rename a style.

For example, let’s close the Normal template:

Organizer ? *
Macro Project ltems

In Old Letter for Services: In Mormal:

Address A Default Paragraph Font

Ealloon Text Mo List

ce/Enclosure Mormal

Closing Table Mormal

Date

Default Paragraph Font

Footer

Header hd

Styles available in: Styles available in:

Old Letter for Services ([Document) ~ Mormal.dotm [global template) ~

Close File Close File

Description

We can now click Open File to choose a new template:

Organizer

Styles Macro Project [tems

In ©1d Letter for Services:

Ealloon Text
cc:,-"E_ncIosure Delete
Closing

Default Paragraph Font
Footer
Header e

Styles available in:

Bename...

Styles available in:

~

O1d Letter for Services ([Document)

w
Close File Open File...
Description

Space

After: 0 pt, Style: Show in the Styles gallery
Based on: Mormal

Close
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Now, we can use the Open dialog to select the template whose styles we want to view:

El Open

< -
Organize v New folder

7 Quick access Name

[ Desktop

&+
& Downloads ~ #
Documents  #
[&] Pictures *
D Music
B videos

[ Microsoft Word
@ OneDrive

= This PC

¥ Metwork

s Homegroup

0= Letter Template

» ThisPC » Documents » Custom Office Templates

Date medified

9/21/2015 2:29 PM

x

v O Search Custom Office Templa... @

=~ M @

Type Size

Microsoft Word T... 28 KB

File name: | Letter Template

v‘ All Word Templates v

Cancel

The styles from this template will now be shown in the Organizer. Let’s copy some of these styles

to our current template:

Organizer

Styles

Macro Project [tems

To Old Letter for Services:

Address

Balloon Text
co/Enclosure

Closing

Date

Default Paragraph Font
Footer

Header

- <-£omr[

Delete

Styles available in:

Old Letter for Services (Document)

Description

£

Close File

In Letter Template:

~
Footer

Header

Heading 1

List Paragraph
Mo List

Mormal

Placeholder Text v
Styles available in:

Letter Template Template)

LV

Closg File

Close

(Note that you will be prompted to confirm delete operations, as well as copy operations if a style

with the same name already exists.)

When we are finished modifying the styles, we’ll click Close to close the Organizer. The document

styles will now be updated.
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THE DEFAULT TEMPLATE LOCATION

By default, user-created templates are saved in C:\Users\<Your User Name>\Documents\Custom
Office Templates. You can change this location in the Save category of the Word Options dialog

box:

‘Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Cuick Access Toolbar
Add-Ins

Trust Center

? X
B Customize how documents are saved.
Save documents
Save files in this format: Word Document (*.docx) ~
Save AuteRecover information every |10 | minutes
Keep the last autosaved version if | close without saving
AutoRecover file location: Ci\Users\Acme Widgets\AppDatatRoaming\Microsoft\Word', Browse...
[ Don't show the Backstage when opening or saving files
[J Show additional places for saving, even if sign-in may be required.
[ Save to Computer by default
Drefault local file location: Ci\Users\Acme Widgets\Documents Browse...
Default personal templates location:  |C\Users\Acme Widgets\Documents\Custom Office Templates\
Offline editing options for document management server files
Save checked-out files to: (@
(O The server drafts Jocation on this computer
® The Office Document Cache
Server drafts location: |Ch\Users\Acme Widgets\Documents\SharePoint Drafts\ Browse...
Preserve fidelity when sharing this document: b Document1 ~
[ Embed fonts in the file G
oK Cancel

AcTivity 7-2

Creating a Template

In this activity, you will create a template. You will also add styles to it and modify the existing

styles.

1. To begin, open Microsoft Word 2016 and open Activity 7-2A:

Activity 7-28
m Microsoft Word Document
11.7KB

(Notice that this is a regular Microsoft Word document.)
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2. Examine the formatting in the document:

asBbcedc AaBbC

THo Spac.. Heading

Pase BIU-mxw f-%- Tie | subiite

o Formn Painter ntane £

1 Seecr-

Sipboard ort

rTitIe

Heading 1

3. Now, we need to enable the Developer tab. Right-click a blank area of the ribbon
interface and click “Customize the Ribbon:”

Activity 7-2A - Word

Design  Layout  References  Mailings  Review  View @ Tell me what you want
cJ Cut . - by | 1= 1= e =
Calibrilight (- |26 «| A" &7 Aa- # i=-:=-%- =3 2l T ppncene azebcede AaBbCo
Copy
Pa'ste BT — B I U ~-ake x, x* [A-3. A Add Group to Quick Access Toolbar T No Spac.. Heading 1

Clipboard & Font d Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

s

Collapse the Ribbon

4. The Word Options dialog box will open to the Customize Ribbon category. In the list on
the right-hand side, check Developer. Click OK to apply the change:

Word Options 7 *
General o .
E‘E Customize the Ribbon and keyboard shortcuts.
Display
) Choose commands from: (@ Customize the Ribbon: (@
Proofing Popular Commands ~ Main Tabs il
Save
Accept Revision ~ Main Tabs
Language . » = M Home
Advanced Clipboard
o 4 Font
Customize Ribbon Paragraph
T ¥ Change List Level 4 Styles
Quick Access Toolbar BB Copy Editing
Add-Ins X Cut nsert
Define Mew Mumber Format... Design
Trust Center B Delete Layout
™ Draw Table M
[8] Draw Vertical Text Box References
@ Email Mailings
L Find Review *
Ml Fit to Window Width View -
Font ik
A Font Color 4
A Font Settings
Font Size 154
lag' Footnote
® Format Painter Outlining
A Grow Font Background Removal
% Hyperlink...
5] Insert Comment
’H Insert Page Section Breaks 4
[ Insert Picture NewTab | | NewGroup | | Rename..
Insert Text Box v
. o = s Customizations: | Reset v |00
Keyboard shortcuts: | Customize... Import/Export = |
OK % Cancel
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5.

6.

7.

Now, click Developer - Document Template:

S Activity 7-2A - Word

Home  Inset  Design  layout  References  Mailings  Review View [ © Tel

\J DET #7 Record Macra " -l:? F* Aa A3 (= B B£ Design Mode [E D

m El B Properties

Pause Recording

Visual Macros . Add- Word COM = XML Mapping Block Restrict Document
Basic 1. Macro Security ins  Add-Ins Add-Ins | =8 &8I 7 Group Pane Authors - Editing Templatelk
Code Add-Ins Controls Mapping Protect Templates

The Templates and Add-ins dialog will open. Click Organizer:

Templates and Add-ins 7 x

Templates XML Schema XML Expansion Packs  Linked C55

Document template
MNormal Attach...

|:| Automatically update document styles
Attach to all new e-mail messages
Global templates and add-ins

Checked items are currently loaded.

Full path:

The Organizer will open. Click the Close File button on the right-hand side of the dialog:

Organizer ? X
Macro Project ltems
In Activity 7-24: In Normal:
Default Paragraph Font Copy Default Paragraph Font
Heading 1 No List
Heading 2 Aelate Normal
Heading 3 S Table Mormal
Mo List
MNormal
Table Normal
Title
Styles available in: Styles available in:
Activity 7-2A [Document) ~ Mormal.dotm [global template) ~
Close File Close File k
Description
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8.  The button will now say Open File. Click it:

Organizer ? X

Styles Macro Project [tems

In Activity 7-24:

Delete

MNormal Rename...

Styles available in: Styles available in:

Activity 7-24 (Document] ~ v
Close File Open File...

Description
Style: Hide until used, Priority: 2

9.  Navigate to your Exercise Files folder. Locate and select Activity 7-2B. Click Open:

) Open x

« “ M ||« Desktop » MOS5011_Word_2016 2 Exercisefiles > Starting Files for Activities > Lesson7 v & | Searchlesson? »

Organize +  Newfolder

S Quick access Name Date modified Type Size

[ Desktop

4 Downloads

# | Activity 7-28 9/23/20151245PM  Microsoft Word T.. 12KB
o~

[£ Documents  #
-

&= Pictures
B Music
B Videos
[ Microsoft Word
@ OneDrive
5 This PC
¥ Network

*& Homegroup

File name: | Activity 7-2B | [anWord Templates v

Tools ~ Cancel
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10.

11.

12.

Let’s update the heading styles in this document. Hold the Ctrl key and click Heading 1,
Heading 2, and Heading 3 in the list on the right-hand side to select all three entries from

the Activity 7-2B file:

Organizer

Styles Macro Project [tems

Styles available in:
Activity 7-24 (Document)

Description

w

Close File

Tao Activity 7-24: In Activity 7-2B:

Default Paragraph Font <- Copy Company Name
Heading 1 Default Paragraph Font
Heading 2 Heading 1

Heading 3 L Heading 2

Mo List g 3

Mormal REREMme~

Table Mormal

Title Table Mormal

Styles available in:

Activity 7-2B [Template)

w

Clase File

Close

Click Copy to transfer them to the Activity 7-2A file:

COrganizer

Styles Macro Project [tems

Styles available in:
Activity 7-24 [Document]

Description

w

Close File

To Activity 7-24 In Activity 7-2B:
Default Paragraph Font <- Copy Company Name
Heading 1 Default Paragraph Font
Heading 2 Heading 1
Heading 3 LS Heading 2
Mo List Heading 3
Narmal HETEMES: i
Table Mormal
Title Table Mormal

Styles available in:
Activity 7-2B [Template]

w

Claose File

Close

When prompted to confirm the operation, click “Yes to All:”

Microsoft Word

o Do you wish to overwrite the existing style entry Heading 17

| | ?estnAll,\L No
IA

I Yes

Cancel
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13. The styles will now be copied. Now, let’s copy a unique style. Click to select the Company
Name style from Activity 7-2B and click Copy:

Organizer ? X

Styles Macro Project [tems

Tao Activity 7-24: In Activity 7-2B:

Default Paragraph Font <- Copy

Heading 1 Default Paragraph Font

Heading 2 Heading 1

Heading 3 L Heading 2

Mo List Heading 3

Mormal Rename... Mo List

Table Mormal Normal

Title Table Mormal

Styles available in: Styles available in:

Activity 7-24 (Document] v Activity 7-26 (Template] v
Close File Clase File

Description

Font: =Headings [Calibri Light], 26 pt, Dot-dash underline, Font color: White, Outling, Text Outling, Shadaow, Style: Linked, Show
in the Styles gallery
Based on: Mormal

Close

14. The operation will complete without requiring confirmation since that style did not exist

15.

in the original document. Close the Organizer:

Organizer ? X

Styles Macro Project [tems

To Activity 7-24 In Activity 7-2B:

Company Name ~| [ Company Mame

Default Paragraph Font = Default Paragraph Font

Heading 1 Heading 1

Heading 2 L Heading 2

Heading 3 Heading 3

Mo List Rename... No List

Mormal Normal

Table Normal v Table Normal

Styles available in: Styles available in:

Activity 7-24 (Document] ~ Activity 7-2B (Template) ~
Close File Close File

Description

Font: =Headings [Calibri Light), 26 pt, Dot-dash underline, Font color: White, Qutline, Text Qutline, Shadow, Style: Linked, Show

in the Styles gallery

Based on: Mormal

Check out the changes to the document:

The three heading styles that we copied from the template have been updated, but the
Title style has not been affected.
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16. Now let’s save this file as a template for future use. Click File - Save As - Browse:

[:E% Other Web Locations

Etl This PC

== Add a Place

Browse

17. The Save As dialog will open. Change the file name to Activity 7-2 Complete. Choose
Word Template as the file type and accept the default file location. Finally, click Save:

Save As x
[+

< v « Local Disk (G} » Users » AcmeWidgets » Documents » Custom Office Templates v | Search Custom Office Templa... 0

Organize v New folder =~ @
# Ouick access Name h Date modified Type Size

[ Desktop
4 Downloads
[Z Documents
=] Pictures

B Music

B videos

[ Microsoft Word

No items match your search.

L

@ OneDrive
[ This PC
¥ Network

*& Homegroup

File name; | Activity 7-2 Complete

Save as type: Werd Template

Authors: Acme Widgets Tags: Addatag Title  Addatitle

[ Save Thumbnail

 HieFodes Toos Conce
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18. Let’s make sure that our new template works. Click File - New

19. Inthe New category of Backstage view, click the Personal link:

New

»
Supgested semches:  Busieess  Personsl i Print Design Sets Focation

e —m| |E

e

Title 5]
Take a
tour

[—— Wekome o Word p— —— —r—— [
TITLE TITLE Title
- 1 heasve |-
—_ = |
EEEE EEEEEEN EEEEEE ==
(- S [—— [ R —

o

Personallechend
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20. You should see your template. Double-click it to create a new document from it:

New

Search for online templates

Suggested searches:  Business  Personal

FEATURED PERSONAL

Account

Activity 7-2 Complete M

3

Options

21. The new document will open:

Asgboe AsabCoox AZBbCH
TNl THaSpec. Hesdng  Hesdng

.......

fTitle

Heading 1

22. Close Microsoft Word 2016 without saving the new document to complete this activity.

300 of 385



Microsoft Office Word 2016 — Part 2

Summary

In this lesson, you learned all about templates. Topics included creating, managing, modifying, and
using template files. You should now feel comfortable using templates in your daily workflow.

REVIEW QUESTIONS

1. When updating styles, what is the difference between attaching a template and using the
Organizer?

2. What tab provides commands to manage templates?
3. What is the default template location?
4. What is the first step to creating a template?

5. True or False: Document wizards have been removed from Microsoft Word 2016.
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LESSON 8:
USING MAIL MERGE

Lesson Objectives

In this lesson you will learn:

= About the mail merge features, including manual mail merge tools and the Mail
Merge Wizard

= How to use mail merge to create envelopes and labels

= How to create a data source using Microsoft Word
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TOPIC A: The Mail Merge
Features

When used properly, mail merge is one of the best time-saving tools in Word. However, it offers
many complex options and can be confusing for new users. In this topic, we will take an in-depth
look at the mail merge features and how to access them in Microsoft Word.

Topic Objectives
In this topic, you will learn:
=  What mail merge is and the steps that it involves
= About key elements of a mail merge, including fields, rules, and data sources
= About the commands on the Mailings tab
* How to use the Mail Merge Wizard and its related dialog boxes
= How to open a document with a data source attached
= How to unlink a data source from a mail merge document

MAIL MERGE

Mail merge is the process of combining a document (such as an e-mail message, a letter, or a
label) and a data source (such as a list of addresses). The finished document is customized to
each entry in the data source.

For example, let’s say you want to send a quarterly newsletter summing up the events of the

year to shareholders in your company. You can use mail merge to create the letter and then
merge it with your address list so that each letter is addressed to the recipient.

MaAIL MERGE FIELDS

Fields are the places where Word will insert your data into the mail merge document. These
fields can be added in Step 4 of the Mail Merge Wizard or manually using the Mailings tab:
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H ©- -

Mail Merge Letter - Word

File Home  Insert  Design  lajout  References

Q@ Tell me what you want

= B =z o ENEEE D Rules - @ Wi rr iy

T Match Fields [ Find Recipient

Envelopes Labels | Start Mail  Select Edit Highlight [Address Greeting Insert Merge Preview Finish &
Merge - Recipients ~ Recipient List Merge Fields| Block  Line  Field~ Update Labels | Resuits [ CheckforErrors Merge -
Create Start Mail Merge Wit BLInert FIelds Preview Results Finish

ACME WIDGETS INC.

873 ROMINES MILL ROAD, PLANO, TX 75074

5/1/2020

Andrew Gordon
Widgets Inc
omines Mill

8

oad, Plano, TX 75074

«AddressBlocks|

«GreetingLine»

‘I want to reach out to you personally to thank you for joining the Acme Widgets family. Our team is here to
help you whenever and wherever you need it. Just refer to the information sheet that came packaged with
your widget for your personalized help options.

As a thank-you, I'd like to offer you 15% off of your next purchase! Just use the promo code LOVEWIDGETS. If

you use this code in the next two weeks, I'll throw in free shipping too.

Sincerely,

Andrew Gordon
CEO

Pagelof1 115words

Signin

Mail Merge

Write your letter
If you have not already done

£ Share

50, write your letter now.

To add recipient information
toyour letter, dick a location
in the document, and then

dick one of the items below,

v x

B Greetingline

B0 wore items.

) Address block.

=4 elecronic postage.

When you have finished

writing your letter, click Next.

Then you can preview and

personalize each recipient's

letter,

Stepaof 6
3 Next: Preview your letters

€ Previous: Select recipients

1299

o
Home  Inset  Desi Layout  References Signin
- D Rules - @ M4 P
< 5 >
=1 B G‘ &4 B B B == ¥ Match Fields C& [ Find Recipient D
Envelopes Labels  Stort Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge~ Recipients = Recipient List Merge Fields Block  Line Field~ Update Labels | Recuits [ Check for Errors Merge
Create Start Mail Merge Wiite & Insert Fields Preview Results Finish ~
ACME WIDGETS INC.
873 ROMINES MILL ROAD, PLANO, TX 75074
5/1/2020
«AddressBlock»
«GreetingLine»
‘I want to reach out to you personally to thank you for joining the Acme Widgets family. Our team is here to
help you whenever and wherever you need it. Just refer to the information sheet that came packaged with
your widget for your personalized help options.
As athank-you, I’d like to offer you 15% off of your next purchase! Just use the promo code LOVEWIDGETS. If
you use this code in the next two weeks, I'll throw in free shipping too.
Sincerely,
Andrew Gordon
CEO
Page1of1 115words [F & P B B i 129%

Let’s look at the four categories of merge fields shown in the Mail Merge Wizard above.
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Address Block

This merge field marks where each person’s address will go. It can be customized to display

whatever elements you like:

Insert Address Block

Specify address elements

Insert recipient’'s name in this format:

Joshua -
Joshua Randall Jr.

Joshua Q. Randall Ir,

Mr. Josh Randall Jr.

Mr. Josh Q. Randall Jr.

g

Insert company name

Insert postal address:
(O Never include the country/region in the address
O Always include the country/region in the address
@ Only include the country/region if different than:

United States w

Format address according to the destination country/region

Preview
Here is a preview from your recipient list:
]

Correct Problems

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

Greeting Line

Match Fields...
Cancel
This merge field allows you to customize how each recipient is addressed:
Insert Greeting Line ? >

Greeting line format:
Dear ~ | | Mr. Randall
Greeting line for invalid recipient names:
Dear Sir or Madam, o
Preview
Here is a preview from your recipient list:
1

Dear Sir or Madam,

Correct Problems

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

Match Fields...

More Items

To see a full list of fields that you can insert, click Mailings = Insert Merge Field or click the
“More items” link in Step 4 of the Mail Merge Wizard.
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Electronic Postage
If you have electronic postage software installed, you can include it on envelopes using the
appropriate link in Step 4 of the Mail Merge Wizard.

MAIL MERGE RULES

Rules are similar to fields in a mail merge in that they insert variable information into your
document. The difference is that they operate on conditions rather than using all the information
available.

To create a rule, click Mailings = Rules and choose the type of rule that you want to create:

H ©- = Mail Merge Letter - Word

File Home Insert Design Layout References Mailings i View Q Tell me what you want to do...

SERE D D DR D e K

Ask. [73 Find Recipient
Envelopes Labels Start Mail  Select Edit Highlight Address Greeting Insert Merge -

Merge * Recipients ~ Recipient List Merge Fields Block  Line Field ~ Eill-in... I} Check far Errors
Create Start Mail Merge ‘Write & Insert Fields [f.. Then..Else.. Preview Results

Merge Record #
Merge Sequence #
Mext Record

Mext Record If...
Set Bookmark...
Skip Record If...

Let’s look at each option.

= Ask: If you have created bookmarks, insert this field at the beginning of your document.
Then, Word will ask you what text you want to put in and place that text at each
bookmark as it merges each record. (Text can be different for each record.)

= Fill-in: When you complete the merge, Word will ask you what text you want to place in
this field as it merges each record.

= [|f..Then...Else...: If a field equals a certain value, Word will insert a certain text string. Else,
Word will insert a different text string.

= Merge Record #: Will add a number to each merge result.

=  Merge Sequence #: Counts the number of successfully merged records.

= Next Record: Inserts the next record into the current document.

= Next Record If: Inserts next record into the current document if certain conditions are
met.

= Set Bookmark: Sets a bookmark at a specified location.

= Skip Record If: Skips the record if certain conditions are met.

DATA SOURCES

The data source is the file that contains the information that will be used during the merge, such
as a list of addresses. You can use any of the following items as data sources:
» Microsoft Access databases
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= Microsoft Excel spreadsheets
=  Tables in Microsoft Word documents
= Contacts from Microsoft Outlook

You can also create the data source during the mail merge using Microsoft Word.

THE MAIL MERGE PROCESS

The mail merge process has five main steps:

Create the mail merge document.

Connect the data source to the document.

Select the recipients for the mail merge from the data source.
Add merge fields.

Preview and complete the merge.

uhwWNE

You can use the Mail Merge Wizard to guide you through these steps or you can perform them
manually.

THE MAILINGS TAB

The Mailings tab is where you will find all the commands that you need when performing a mail
merge:

=] € - s Mail Merge Letter - Word

File Home [LE Design Layout References Mailings Review View Q Tell me what you want to do...

B R G P D BE RO e s R
e & == Q% Match Fields [0 Find Recipient
Envelopes Labels  StartMail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &

Merge~ Recipients = Recipient List Merge Fields Block  Line Field - Results [ Check for Errors Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish

Let’s go over its groups.
= Create group: Create envelopes and labels.
= Start Mail Merge group: Start the mail merge and manage the recipients list.
=  Write & Insert Fields group: Add merge fields to the document and create rules.
= Preview Results group: Preview how the merge will look when finished.
=  Finish group: Complete the merge.

THE MAIL MERGE WIZARD AND RELATED DIALOG BOXES

Now that we are familiar with all the elements of a mail merge, let’s learn how to perform the
process using the Mail Merge Wizard.
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To start, click Mailings - Start Mail Merge - Step-by-Step Mail Merge Wizard:

H ©- = Mail Merge Letter - Word

File Home Insert Design Layout References Mailings

- IEI @ &= B B 3 Eifr= @ Wi |rm

EE, Match Fields [?) Find Recipient

Envelopes Labels @ Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview
Merge~ Recipients - Recipient List  MergeFields Block  Line Field - Update Labels | pegits [ Check for Errors
Create D Letters Write & Insert Fields Preview Results

1 E-mail Messages

E] Envelopes.

r'D Labels...

D Directory

El Normal Word Document
=

Step-by-Step Mail Merge Wizard... [

The Mail Merge Wizard will open as a task pane on the right-hand side of your screen. Your first
step is to choose a document type. When you’re ready, click Next:

M4 L]

EEIEEE R

» 'Y
= T2 Match Fields [P Find Recipient
Envelopes Labels StartMail  Select Edit Highlight  Address Greeting Insert Merge Preview Finish 8
Merge - Recipients - Recipient List Merge Fields. Block L id - Results 14 Check for Emors Merge -
Creste Start Mail Merge Wiite & Insert Fields Freview Results Finish ~

Mail Merge ™ X

Select document type

ACME WIDGETS INC.

873 ROMINES MILL ROAD, PLANO, TX 75074

Letters
Send letters to 3 group of
le. You can persanaiize
the leftes that each persen
5/1/2020 receives
Click Nest o continue.

wGreetingLine»

I'want to reach out to you personally to thank you for joining the Acme Widgets family. Our team is here to
help you whenever and wherever you need it. Just refer to the information sheet that came packaged with
your widget for your personalized help options.

As a thank-you, I'd like to offer you 15% off of your next purchase! Just use the promo code LOVEWIDGETS. If
you use this code in the next two weeks, I'll throw In free shipping too.

Sincerely,
Step1of6
Andrew Gordon 5 Heat: Starting degument
CEO e e
Pagelofl Tiswords (3 B EE B - i + 1w |

For this example, we’ll stick with letters. The remaining steps may differ slightly depending on the
type of document you’re creating, but the basic concept remains the same.
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Once you click Next, you will be able to choose what document you want to use for the mail
merge:

Mail Merge V2

Select starting document

How do you want to set up
your letters?

EUSE the current document
Start from a template
Start from existing document

Use the current document

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

In this case, we’ve already created a letter, so we’ll choose the current document. (Note that you
can also use a template or an existing document, meaning a document that you’ve created but
isn’t open.) Once you’ve chosen the document, click Next.

The third step of the Mail Merge Wizard prompts you to choose the recipients of the merge.
Depending on the option you select, the commands in the bottom part of the task pane will be
different. The options for using an existing list are shown in this example:

Mail Merge vx

Select recipients

# Use an existing list
Select from Cutlook contacts
Type a new list

Use an existing list

Use names and addresses
from a file or a database.

D Browse...
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Since we are using an existing list, we will click the Browse button and navigate to the folder that
contains the source file. Word 2016 is capable of accepting and reading data from numerous

sources:

[ select Data Source x
« - 4 » ThisPC » Documents » My Data Sources v & Search My Data Sources »

Organize * New folder = @ @

# Quick access Name Date modified Type Size

I Desktop
3 Downloads
[Z Documents

D +Connect to New Data Source AM Microseft Office D... TKE
D +MewSQLServerConnection / AM Microsoft Office D... 1KB
@ New Customers 9/23/2015 1:12 PM Microsoft Excel W.. 16 KB

&= Pictures

D Music
B Videos

[ Microsoft Word

%% %

¢@& OneDrive
[ This PC
¥ Network

*& Homegroup

MNew Source...

File name: | New Customers v‘ All Data Sources ~

Tools Cancel

Depending on the data source type, you may also be prompted to select a particular range of the
file. Once this step is complete, you will be see the Mail Merge Recipients dialog box:

Mail Merge Recipients ? hd

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source |7 Last Name ~ | First Name w | Street Address w | City

1334 Sycamore Fork Ro... | Fort Lauderdale

«l... JJEill Bollinger | Emily

Mew Customers.xl... |7 Petre Alexander 4132 Duff Avenue Brattleboro
Mew Customersad.. [¥  Chien Xue 609 Burnside Court Tempe
Mew Customersad... [« Logan Donald 321 Colony Street Morth Haven
Mew Customersxl.. [¥  Scott Barbara 1917 Collins Street Punxsutawney
Mew Customersad... ¥ Aiken Guadalupe 2426 Lighthouse Drive Branson
Mew Customersxl... [¥  Frueg Lucas 2066 Francis Mine Redding
MNew Customers.d... |7 Schwarz Ursula 1699 Willow Oaks Lane  Lake Charles
£ >
Data Source Refine recipient list
MNew Customers.dsx gl Sort..

[%7 Find duplicates...

ED Find recipient...
[} Validate addresses...
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Simply check a record to include it or uncheck a record to exclude it from the merge.

After you click OK, the Mail Merge Recipients dialog will close. Click Next in the task pane to
proceed to the next step:

Mail Merge e

Select recipients

#® Lse an existing list
Select from Cutlook contacts
Type a new list
Use an existing list

Currently, your recipients are
selected from:

[Sheet15] in "Mew Customers.xlsx

0] select a different list...

C# Edit recipient list...

Step3 of 6
= Next: Write your Ieﬁ
& Previous: Starting ument
Now you can write your document and insert the merge fields. Let’s add the “Address block”
merge field:

it Highlight  Aderess Gs
List | Mesge Fiekds  Block

ACME WIDGETS INC.
873 ROMINES MILL ROAD, PLANO, TX 75074

s/f2020

1 Mail Merge had

Wirite your letter

«GreetingLine»

I want to reach out to you personally to thank you for joining the Acme Widgets family. Our team is here to
help you whenever and wherever you need it. Just refer to the information sheet that came packaged with
your widget for your personalized help options.

As a thank-you, I'd like to offer you 15% off of your next purchase! Just use the promo code LOVEWIDGETS. If
you use this code in the next two weeks, I'll throw In free shipping tao.

Sincerely,
Andrew Gordon

ceo
Paetolt Tawerss B8 ®E 5 - ' + e
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When you click this link, you will be prompted to format the address block as desired, based on
the information available in your data source:

Insert Address Block

Specify address elements Preview

Insert recipient’'s name in this format: Here is a preview from your recipient list:

Joshua A 1 b o
Joshua Randall Jr.
Joshua Q. Randall Ir, Emily Bolli
Mr. Josh Randall Jr. mily setingsr

1334 Sycamore Fork Road
Mr. Josh Q. Randall Ir. Fort Lauderdale. FL 33300
Mr. Joshua Randall Jr. v ort Lauderdale,

Insert company name
Insert postal address:

(O Never include the country/region in the address

O Always include the country/region in the address

Correct Problems
@ Only include the country/region if different than:

If items in your address block are missing or out of order, use
W Match Fields to identify the correct address elements from

your mailing list.
Format address according to the destination country/region

United States

Match Fields...

The Address Block field will then appear in your document with chevrons around its position. This
field will be customized for each recipient when you perform the merge:

«AddressBlock»|

«GreetingLine»

I want to reach out to you personally to thank you for joining the Acme Widgets family. Our team is here to

help you whenever and wherever you need it. Just refer to the information sheet that came packaged with
your widget for your personalized help options.

Once your fields are in place, click Next. This step will show you a preview of your document. You
can use the arrow buttons in the task pane to scroll through the recipients:
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(=) E [ B D B 5 Rules~ M an » M
= = ; >
=7 :' i T Match Fields R [ Find Recipient D
Envelopes Labels  Start Mail  Select Edit Highlight ~Address Greeti P Finish &

Merge~ Recipients - Recipient List  Merge Fields Block L Update Labels  [Resylts| [ Check forErrors Merge

Create Start Mail Merge Wiite & Insert Fields Preview Results Finish
ACME WIDGETS INC.
873 ROMINES MILL ROAD, PLANO, TX 75074
5/1/2020

Emily Bollinger
1334 Sycamore Fork Road
Fort Lauderdale, FL 33309

Dear Emily,

I want to reach out to you personally to thank you for joining the Acme Widgets family. Our team is here to
help you whenever and wherever you need it. Just refer to the information sheet that came packaged with

‘your widget for your personalized help options.

you use this code in the next two weeks, I'll throw in free shipping too.

Sincerely,

Andraw Cardan
Pagelof1 126words [ 2

As a thank-you, I’d like to offer you 15% off of your next purchase! Just use the promo code LOVEWIDGETS. If

Preview your letters

Step5.0f 6
3 Next: Complete the merge

€ Previous; Write your letter

+ 4+ 120%

If you need to make any changes to the recipients, click the “Edit recipient list” link in the Mail
Merge Wizard. You can also click the Previous link in the task pane to go back to any step and

make changes. When you are satisfied with the result, click Next to proceed to Step 6.

In the final step, the merge will actually be performed. The options under the Merge heading will

vary depending on the document type that you’re creating. In this case, we can edit the

individual letters or we can choose to print them:

Mail Merge W

Complete the merge

Mail Merge is ready to
produce your letters.

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

Merge
E:g,, Frint...
Cry Edit individual letters...
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Click OK to confirm the operation:

Merge to New Document 7 >

Merge records

() Current record

l:::lfru::um: To:

L

The merge will always be performed to a new document so that you can still make changes to the
original letter and re-merge them.

Here is our finished file:

s Letters1 - Word
Home Insert Design Layout References Mailings Review Signin 8. Share
2 X Cut — . PFind -
;:r Candara (Bodh - [105 ~| A” A" Aa-  A¢ 201 asBbCcD |AMBBC| AsBbCD AsBBCCD AaBBCD AGBhC. AaBbCc o R‘:p‘m
PHVS“ o Fw'mtpmm B I U-~acxx A-¥ A~ Dy v e fiMormal [Tl Personal...| NoSpacing Recipient.. Salutaion Heading1 Heading2 = E;Sdm,
Clipboard B Font ® Paragraph B Styles = Editing -
/ACME WIDGETS INC.
873 ROMINES MILL ROAD, PLANO, TX 75074
5/1/2020
Emily Bollinger
1334 Sycamore Fork Road
Fort Lauderdale, FL 33309
Dear Emily,
I'want to reach out to you personally to thank you for joining the Acme Widgets family. Our team is here to
help you whenever and wherever you need it. Just refer to the information sheet that came packaged with
your widget for your personalized help options.
As a thank-you, Id like to offer you 15% off of your next purchase! Just use the promo code LOVEWIDGETS. If
you use this code in the next two weeks, I’ll throw in free shipping too.
Sincerely,
Andraw Cardnan -
Pagelofs  g9lwerds [F 89 & B - i + 12%
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OPENING A MAIL MERGE DOCUMENT WITH A DATA SOURCE ATTACHED

When you open a mail merge document that has a data source attached, you will see a security

warning like the following:

Microsoft Word

| SELECT * FROM "Office Address List’

Show Help ==

Yes

Opening this document will run the following 50L command:

Data from your database will be placed in the document. Do you want to continue?

Click Yes to open the document and give the database access to it. If you open a document and
you are not sure why you are seeing this notice, click No as the file may contain malicious data.
You can also click Show Help to view more information about this warning.

UNLINKING A DATA SOURCE

To remove a data source from a mail merge file, click Mailings = Start Mail Merge - Normal

Word Document:

M Mail Merge Letter - Word

Home  Insert  Design  Layout  References [EVSITES

=allE 2 B BB B 2w, ep o M
= - . ==l 0% Match Fields I Find Recipient
Envelopes Labels Start Mail ~ Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge = Recipients - Recipient List Merge Fields Block Field - UpdateLabels | pesuits [ Check for Errors Merge -
Create D Letters ‘Write & Insert Fields Preview Results Finish

2 E-mail Messages

E1 Envelopes...

T Labels..

= Directory

[ Normal Word Document %
[ Step-by-Step Mail Merge Wizard...

The document will now be returned to a normal file and the data source will be unlinked.

Table Toals

Review  View  Design  Layout

Q Tell me what you want to do...
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AcTiviTy 8-1
Performing a Mail Merge

In this exercise you will perform a mail merge from start to finish.

1. To begin, open Microsoft Word 2016 and open Activity 8-1:

Activity 8-1
Microsoft Word Document
52.2 KB

2.  Click Mailings - Start Mail Merge - Step-by-Step Mail Merge Wizard:

=]

File Home  Inset  Design  Layout  References [IRIIET
T

=1 0= E Fas

= ».

=1 - Ma elds Find Recipient

Envelopes Labels StartMail Select Edit Highlight ~Address Greeting Insert Merge Previe )
Merge > |Recipients ~ Recipient List | Merge Fields  Block Line Field 08l5 | Results Check for Errors
Create B Letters Write & Insert Fields Preview Results

1 E-mail Messages

E Envelopes..

L_'D Labels..

B Directory

[ Wormal Word Document

@ Step-by-Step Mail Merge Wizard... b

3. The Mail Merge pane will appear on the right-hand side of the Microsoft Word window.
Click the Letters radio button and then click Next at the bottom of the pane:

Envelopes. Labels  Start Mail
Merge

Acme Widgets Inc.
673 ROMINES MILL ROAD, PLANG, TX

Address Hera

Hello

‘We are pleased 1o Inform you that you have automatically baen enralled
fior SIX FREE MONTHS of our bela progromi Look for our delivery fruck
bringing our newast widget to you in the next few waeks.

Thank you for being o customer!

Tony Ramos
Bata Program Diroctar
Aeme Widgets

Step 10f6
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4. InStep 2, ensure that the “Use the current document” radio button is selected. Then,

click Next:

Mail Merge V2

Select starting document

How do you want to set up
your letters?

#®) Use the current document

Start from a template
Start from existing document

Use the current document

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

Step 2 of 6

= Mext: SelectreciEients
# Previous: Select 'whoument type

5. InStep 3, ensure that the “Use an existing list” radio button is selected. Click Browse:

Mail Merge WS

Select recipients

®) Lse an existing list
Select from Cutlook contacts
Type a new list

Use an existing list

Use names and addresses from
a file or a database.

[T Browse..
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7.

6.

Browse to the Lesson 8 folder of your Exercise Files. Select the Customers spreadsheet

and click Open:

) select Data Source
« - A « Desktop > MOSS011_Word_2016_2 Exercisefiles > Starting Files for Activities » Lesson 8 ~ &/  Searchlesson®
Organize v Mew folder - 1 @
# Quick access Name Date modified Type Size
[ Desktop #  BE Activity 8-1 Microsoft Word D... 53KB
J Downloads ~ # B Customers Microsoft Excel W.. 12KB
[& Documents  #
&) Pictures *
D Music
B Videos
) Microsoft Word
@ OneDrive
[ This PC
¥ Network
+& Homegroup
New Source...
File name: | Customers | |AlData Sources “
Tools = Cancel

The Select Table dialog box will open. Click OK to use the selected sheet:

Select Table

MName

Sheet1%

L4

Description

Modified

Created

Type

G923/2015 £1%24 PM 9/23/2015 41924 PM TABLE

First row of data contains column headers

Cancel

B
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8.

9.

The Mail Merge Recipients dialog will open and show the data contained within the
spreadsheet. Make sure that all of the records are checked and click OK:

Mail Merge Recipients ? X
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK
Data Source |7 Last Mame w | First Mame w | Street Address w | City =
Customersxlsx | Guadalupe | 2426 Lighthouse Drive | Branson
Customers.xlsx [¥  Chien Kue 60% Burnside Court Tempe
Customers.xlsx I Cunningham Marilyn 3771 Friendship Lane Sunnyvale
Customers.xlsx v Frueg Lucas 2066 Francis Mine Redding
Customers.xlsx [¥ Goodman Aaron 2248 MNeuport Lane Norcross
Customersxlsx ¥ Hall Sharen 4974 Bridge Street Tulsa
Custormers.xlsx |7 Petre Alexander 4132 Duff Avenue Brattleboro
Customers.xlsx ¥ Scott Barbara 1917 Collins Street Punxsutawney
£ >
Data Source Refine recipient list
Customers.xlsx Ql Sort...
=% Find duplicates...
E} Find recipient...
D Validate addreszes...
Edit., REefresh
LA

Click Next in the Mail Merge task pane to advance to the next step:

Emvelopes Lobels  Stortbsil  Select Ede
e+ Racipients ~ Racipient List
Create Start Mail Merge.

Pageiof i GSworss (i 21

t Adkdress Gresting Inzert Merge
Fiekd

B R ¥ Rules - M =
o

T Match Fiekds
- Finish &
Merge~

Block L

Write & Inset Fields

Acme Widgets Inc.
73 ROMINES MILL ROAD, PLANO, TX
75074

Addrass Here

Hells

W are placted fo inform you that you have automatically bean enrolied
for SI FREE MONTHS of our bato progrom Lock for our dalivery fruck
bringing our newest widget o you in the next few wesks.

Thaak you for being @ customer!

Tony Ramos
Bota Program Directar
Aeme Widgets

Mail Merge ]
Select recipients.
® Use an esisting lst
Stiect from Outiook cortadts
Typea newist
Use an existing list
Cumentiy your recpients are
setectea from:
ISheet1s] in “Customersalsy
[ select a difesent st

T3 et recpient kst

Step3af6

> Nexk: Wike rour n{;j
& Presious Saring ol dment
N

w P - ]
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10. Select the “Address Here” text and delete it. Your cursor should be in the position
shown below:

Acme Widgets Inc.
873 ROMINES MILL ROAD, PLANO, TX
75074

_’|
Hello

‘We are pleased to inform you that you have avtomatically been enrolled
for SIX FREE MONTHS of our beta program! Look for our delivery truck
bringing our newest widget fo you in the next few weeks.

Thank you for being a customer!

Tony Ramos
Beta Program Director
Acme Widgets

11. Click the “Address block” link in the Mail Merge Wizard:

Mail Merge S

Write your letter

If you have not already done so,
wirite your letter now.,

To add recipient information to
your letter, click a location in
the document, and then click
one of the items below.

D Address block...

B Greeting lin_{..

|:I+ Electronic postage...
Bl More items...

When you have finished writing
your letter, click Mext. Then you
can preview and personalize
each recipient’s letter.
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12. When the Insert Address Block dialog appears, choose the second salutation from the
first list on the left-hand side. Click OK to continue:

Insert Address Block

Specify address elements

Insert recipient’'s name in this format:

Josh ~

Josh Randall Jr.

Josh Q. Randall Jr.

Joshua

Joshua Randall Jr.

Joshua Q. Randall Jr. &

Insert company name

Insert postal address:
(O Mever include the country/region in the address
(O Always include the country/region in the address
(@ Only include the country/region if different than:

United States £

Format address according to the destination country/region

Preview
Here is a preview from your recipient list

1 b

Guadalupe Aiken
2426 Lighthouse Drive
Branson, FL 35616

Correct Problems

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

Match Fields...

13. The field will now be inserted:

Acme Widgets Inc.

873 ROMINES MILL ROAD, PLANO, TX

75074

uAddressBlockn]|

Hello

We are pleased to inform you that you have automatically been enrolled
for 51X FREE MONTHS of our beta program! Look for our delivery truck
bringing our newest widget fo you in the next few weeks.

Thank you for being a customerl

Tony Ramos
Beta Program Director
Acme Widgets
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14.

15.

Envelopes. Labels | Start M
Merge

Acme Widgets Inc.
873 ROMINES MILL ROAD, PLANG, TX
75074

aAddrassBlockn

bringing our newsst widget 1o you in the next few weeks.
Thank you for being @ cusiomer!

Tony Ramos
Bota Program Director
Aeme Widgets

‘We are pleased 1o Inform you that you have automatically baen enralled
fior SIX FREE MONTHS of our bela progromi Look for our delivery fruck

Mail Merge it

Write your

Stepaof6
3 hest

MR - 1 4 o

Insert Greeting Line

Greeting line format:

Dear | Jashua Randall Jr. W

- Josh Randall Jr.
Drear 3ir or Ma j5:hua and Cynthia Randall
Preview losh and Cynthia Randall

Here is a preview 1 jocp
Joshua and Cynthia

Greeting line for i Joshua Randall Jr. ~

losh and Cynthia il

Dear Guadalupe Aiken,

Correct Problems

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

Match Fields...

Delete the “Hello” text, leaving your cursor on that line. Click Mailings - Greeting Line:

The Insert Greeting Line dialog box will open. Click the middle menu in the top row and
choose “Joshua:”
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16.

17. The field will now be inserted. Click Next to advance in the Mail Merge Wizard:

Click OK:

Insert Greeting Line

Greeting line format:
Drear ~ | |Joshua

Greeting line for invalid recipient names:
Drear Sir or Madam, w

Preview

Here is a preview from your recipient list:

h [ [4

Dear Guadalupe,

Correct Problems

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

Match Fields...

Cancel

= & A |
Envelopes Labels | StatMsil  Select E Highlight  Address Greet

.
Merge - Recigients - Recipient List  Merge Fiskds Block  Line

Create Start Mail Merge Wrte & Insert Felds

Acme Widgets Inc.
873 ROMINES MILL ROAD, PLANG, TX
75074

aAddrassBlockn

‘We ar pleased fo Inform you thot you have oulomatically been enrolled
for SIX FREE MONTHS of our beta programi Look for our delivry truck
bringing our newest widge fo you in the next few weeks.

Thank you for being @ customer!

Tony Ramos
Bata Program Diroctar
Aeme Widgets

Paoetol1  Gwors [F 1]

»
7 Find Recipient

g v Finish &
[ Check for Ervars e
Previews Resut Fiish

M4 L]

Mail Merge Vb

Write your letter
If you have ot already done se,
write oo letter now.
To add redplent infarmation to
your letter, dlick s locstsan in
the darument, and then dick
ane af tne ttems beiaw,

[} Address black

=4 Bleetronic pastage.

[0l More ftems.
When you have finished wriing
your lettes, dick Nexd, Then you
an preview and persanaiize
eadh ecipient's etter.

Sepdofs
[ ———

N R - 1 +105%
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18.

19.

Now, a preview of your letter will be shown. Make sure that everything is correct. (If
you need to change anything, click the Previous link at the bottom of the task pane.)

When you are satisfied, click Next:

Envelopes. Labels | Start M
Merge

1 Highlight ~ Address
ntlist  Merge Fields  Block

Acme Widgets Inc.
873 ROMINES MILL ROAD, PLANG, TX
75074

Dear Guadalupe,|

We ore pleased fo inform you that you have eulomatically been enrolled
for SIX FREE MONTHS of our beta progrom Look for our delivery Truck
bringing our newest widget to you in the next few weeks.

Thank you for being @ customer!

Tony Ramos
Bata Program Diractor
Acme Widgets

Mail Merge it

Freview your le

Click “Edit individual letters” in the Mail Merge Wizard:

Mail Merge Ve

Complete the merge

Mail Merge is ready to produce
your letters,

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

Merge

Eh.g, Print...

Ery Edit individual letters...
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20. You will be prompted to select what records to merge. Leave the All radio button
selected and click OK:

Merge to New Document 7 by

Merge records
O
() Current record
O From: To:

21. This will create a new document with a letter for each person on each page:

[ | iz

Wi orw pleam o
ogront iy fon 5 FEEE MONTHS of sur b progeont Lock for ou daivery e
ringing our rewart it o 7o 1 e st Fe weeks, g o e wids 39 750

nfom you hat 700 have auamaticaly bees sreoled

Thanik you for baing o custment

Tony Ramos.
Bt Popisen Divectes
e Widgets

22. Save the documents as Activity 8-1A Complete and Activity 8-1B Complete, and then

close Word to complete this activity.
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TOPIC B: Merge Envelopes and
Labels

While the ability to create custom letters is great, you may also need to mail them out. Luckily,
Word is also able to create individualized envelopes and mailing labels. During this lesson, we will
learn how to merge address information and print envelopes or labels just as we did with letters.

Topic Objectives

In this topic, you will learn:
= About merge options for envelopes and labels
* How to create a single envelope or label
= How to set up your return address

MERGE OPTIONS FOR ENVELOPES AND LABELS

You can perform a mail merge for envelopes or labels by choosing that option from the Start Mail
Merge menu on the Mailings tab or in the first step of the Mail Merge Wizard:

Match Fielg:

e | Previe
Update Labels | Reayits

Preview Results Finish ~

Mail Merge &

Select document type
What type of document are
youworking on?

© Letters

Step-by-Step Mail Mer
I L
Directory

Letters

Send letters to a group of
pe
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With either choice, you will be prompted to choose how your labels or envelopes are set up.

Here are the options fo

r envelopes:

Envelope Options

{ Envelope Options §

Envelope size:
Size 10
Delivery address

Printing Options

[41/8x91/2in)

Font... From |eft:
From top:
Return address
Font... From left:
From top:
Preview
= |

? >
S
Auto =
Auto =
Auto =
Auta =

And here are the options for labels:

Label Options

Printer informat

i) Continuou

Label vendors:

(®) Page printers

ion

s-feed printers

Label information

Microsoft

Find updates on Office.com

Product number:

Tray: |Default tray (Tray 1)

A
1/2 Letter
1/4 Letter
1/4 Letter
30 Per Page
30 Per Page

Details...

MNew Label... elete

S

Label information

Type: 1/2 Letter Postcard
Height: 8.5"
Width: 5.5

Page size: 117 = 8,57

Cancel
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CREATING A SINGLE ENVELOPE OR LABEL

To create just a single envelope or label, click the appropriate command on the Mailings tab:

(&) =

Home Insert Design Layout References Mailings
=
= @
B = @
Envelopes Labels | Start Mail — Select Edit Highlight Address Greeting Insert Merge
Merge = Recipients = Recipient List | Merge Fields Block  Line Field
Create Start Mail Merge Write & Insert Fields

With either command, you will see the Envelopes and Labels dialog box. If you choose to create
an envelope, the Envelopes tab will be displayed. It contains text boxes where you can enter the
delivery and return address, as well as some additional options:

Envelopes and Labels ? >

Envelopes  Labels

Delivery address: EE ~

[] Add electronic postage

Beturn address: [: - |:| Omit
. Preview Feed
- ]
"

Before printing, insert envelopes into the following printer tray: Tray 1.

Print Add to Document Dptions... E-postage Properties...

Cancel

Once your options are set, click “Add to Document:”
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Envelopes and Labels ?
Envelopes Labels

Delivery address: [j v

Alexander Petre
4132 Duff Avenue
Brattleboro, VT
05301

|:| Add electronic postage
Return address:

=+ [ omit

A Preview Feed

W

Before printing, insert envelopes into the following printer tray: Tray 1.

Erint Add to Document Options.. E-postage Properties...

Cancel

When you click “Add to Document,” your envelope will be created:

H ©- 0 -

File Home

= g

Create

Page1of2  Bwords

Insert

[

Envelopes Labels  Start Mail

0 &

Document! - Word

Design  Layout  References [VGE]

= Match Fields Find Recipient
Select Edit Highlight Address Greefing Insert Merge Previen - Finish &
Merge Recipients~ Recipient List | Merge Fields Block  Line Field Update Labels | Resuits Check for Errars Merge
Start Mail Merge ‘Write & Insert Fields Preview Results Finish

Alexander Petre
4132 Duff Avenue
Brattleboro, VT
05301

+ 129%
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If you choose to create a label, you will see the Labels tab of the Envelopes and Labels dialog box.
It contains options for configuring its size and the position of the various elements, as well as the

address to include on it:

Envelopes and Labels

Envelopes  Labels

Address: [: - |:| Use return address
s
W
Print Label
@ Full page of the same label Microsoft, 1/2 Letter
O Single label 1/2 Letter Postcard
Row: |1 s | Column: |1 =
Before printing, insert labels in your printer's manual feeder,
Print Mew Document DOptions... E-postage Properties...
Cancel

When you are ready, you can add the label to a new document or send it right to the printer.

SET UP A RETURN ADDRESS

Both tabs of the Envelopes and Labels dialog offer the option to automatically insert your return
address. To set this address, we will need to use the Word Options dialog box.
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To open this dialog, click File - Options:

Account

Options

Feedback
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Now, click the Advanced category. Scroll to the bottom of this category and you will see the

appropriate field:

‘Word Options

General

Display

Proofing

Save

Language

Advanced

Custemize Ribbon
Cuick Access Toolbar
Add-Ins

Trust Center

[ Print PostScript over text
[ Print only the data from a form

Save
[] Prompt before saving Normal template &
[] Ahways create backup copy

[] Copy remotely stored files onto your computer, and update the remote file when saving

Allow background saves

Preserve fidelity when sharing this document: W] Document1 ~
[1 Save form data as delimited text file
Embed linguistic data

General

[] Provide feedback with sound

Provide feedback with animation

[ Confirm file format conyersion on open
Update automatic links at open

O allow opening a document in Draft view

[] show add-in user interface errors

Mailing address:

File Locations... Web Options...

OK

Cancel

In this field, enter the desired return address and click OK to save it. It will automatically be
populated in various Mail Merge dialog boxes. Or, you can insert it as document text by clicking
Insert - Quick Parts - Document Property - Company Address:
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ACTIVITY 8-2
Merging Envelopes and Labels

In this activity, you will create envelopes for the letters that we created in the last activity.

1. To begin, open Microsoft Word 2016 to a blank document.

2.  First, let’s set up our return address. Click File - Options:

Account

Options

Feedback
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3.

4,

Click the Advanced category of the Word Options dialog box:

‘Werd Options

General

Display

Proofing

Save

Language

Advanced I}
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

‘9® General options for working with Word,
e = g

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

Username:  [Acme Widgets

Initials:

[ Always use these values regardless of sign in to Office.

Office Theme: |Colorful

Start up options

Choose the extensions you want Word to open by default: Default Programs...

Tell me if Micrasoft 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

‘When working with others, | want to automatically share my changes:

[ Show names on presence flags

ancel

Scroll to the bottom of the options in this category and click to place your cursor in the

“Mailing address” field:

‘Word Options ? X
e ——
General . (o)
O Print PostScript over text
Display [ Print only the data from a form
Proofin
¢ Save
Save
[ Prompt before saving Normal templa
Language
[ Ahways create backup copy
_ [ Copy remotely stored files onto your computer, and update the remote file when saving
Customize Ribbon Allow background saves
Quick Access ToOl0ar || e fgelty when sharing this document:
Add-1
= [ Save form data as delimited text file
Trust Center Embed linguistic data
General
[ Provide feedback with sound
Provide feedback with animation
[ Confirm file format conversion on open
Update automatic links at open
O Allow opening a document in Draft view
[] Show add-in user interface errors
Mailing address:
File Locations... | | Web Options...
v

| K Cancel
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5. Enter the address as shown below and click OK:

‘Werd Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

O print PostScript over text
[ Print only the data from a form

Save

[ Prompt before saving Normal template &

[ Always create backup copy

[ Copy remotely stored files onto your computer, and update the remote file when saving
Allow background saves

Preserve fidelity when sharing this document: Documentl ~

[] Save form data as delimited text file
Embed linguistic data

General

[ Provide feedback with sound

Provide feedback with animation

[ Confirm file format conversion en open
Update automatic links at open

O Allow opening a document in Draft view

[ Show add-in user interface errors

Mailing address: @73 Romines Mill Road
Plano, TX
73074

FEile Locations... Web Options...

oK % Cancel

6. Now, let’'s do an envelope mail merge. Click Mailings = Start Mail Merge - Step-by-

Step Mail Merge Wizard:

Home Insert Design Layout References

= g e &

Envelopes Labels

Create

Start Mail  Select Edit Highlight
Merge = Recipients = Recipient List | Merge Fields
Letters

E-mail Messages

Envelopes..,

Labels...

Mgl @D mw

Directory
m Mormal Word Document
5] Step-by-Step Mail Merge Wizard... [

Mailings

Address Greeting
Block  Line

Write & |
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In the first step of the wizard, select Envelopes as the document type and click Next:

Mail Merge M

Select document type

What type of document are you
working on?

Letters

E-mail messages

s Envelopes
Labels
Directory

Envelopes

Print addressed envelopes for a
group mailing.

Click Next to continue.

Step 1of 6
=>» MNext: Starting document

O

Choose to change the current document’s layout and click Next:

Mail Merge v

Select starting document

How do you want to set up
your envelopes?

I #® Change document Iaynutl

Start from existing document

Change document layout

Click Envelope options to
choose an envelope size,

E1 Envelope options...

Step2of b
= Mext: Select recipients

# Previous: Select ment type
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9. The Envelope Options dialog box will open. Click OK to accept the default settings:

Envelope Options

Printing Options

Envelope size:

Size 10 41/8x%1/2in)

Delivery address

Font... From |eft:

From top:

Return address

Font... From left:
From top:

Preview
= .

Auto
Auto

Auto
Auto

bus

Ak 4k

Ak 4

10. The envelope will be created and your pre-set mailing address will be included. Now,
let’s add the recipients. In the third step of the Mail Merge Wizard, ensure that “Use an
existing list” is selected. Click Browse:

Envelopes. Labels | Start M
Mer

Step3of6

>

'
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11.

12.

Browse to the Lesson 8 folder of your Exercise Files. Select the Customers spreadsheet

and click Open:

) select Data Source
« - A « Desktop > MOSS011_Word_2016_2 Exercisefiles > Starting Files for Activities » Lesson 8 ~ &/  Searchlesson®
Organize v Mew folder - 1 @
# Quick access Name Date modified Type Size
[ Desktop #  BE Activity 8-1 Microsoft Word D... 53KB
J Downloads ~ # B Customers Microsoft Excel W.. 12KB
[& Documents  #
&) Pictures *
D Music
B Videos
) Microsoft Word
@ OneDrive
[ This PC
¥ Network
+& Homegroup
New Source...
File name: | Customers | |AlData Sources “
Tools = Cancel

The Select Table dialog box will open. Click OK to use the selected sheet:

Select Table

MName

Sheet1%

L4

Description

Modified

Created

Type

G923/2015 £1%24 PM 9/23/2015 41924 PM TABLE

First row of data contains column headers

Cancel

B
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13. The Mail Merge Recipients dialog will open and show the data contained within the
spreadsheet. Make sure that all of the records are checked and click OK:

Mail Merge Recipients ? X
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK
Data Source |7 Last Mame w | First Mame w | Street Address w | City =
Customersxlsx i | Guadalupe | 2426 Lighthouse Drive | Branson
Customers.xlsx [¥  Chien Kue 60% Burnside Court Tempe
Customers.xlsx I Cunningham Marilyn 3771 Friendship Lane Sunnyvale
Customers.xlsx v Frueg Lucas 2066 Francis Mine Redding
Customers.xlsx [¥ Goodman Aaron 2248 MNeuport Lane Norcross
Customersxlsx ¥ Hall Sharen 4974 Bridge Street Tulsa
Custormers.xlsx |7 Petre Alexander 4132 Duff Avenue Brattleboro
Customers.xlsx ¥ Scott Barbara 1917 Collins Street Punxsutawney
£ >
Data Source Refine recipient list
Customers.xlsx Ql Sort...
=% Find duplicates...
E} Find recipient...
D Validate addreszes...
Edits. RETTESH
LA

14. Click Next in the Mail Merge task pane to advance:

Mail Merge S

Select recipients

@) Use an existing list
Select from Outlook contacts
Type a new list
Use an existing list

Currently, your recipients are
selected from:

[Sheet15] in "Customers.xlsx”

0] Select a different list...

C# Edit recipient list...

Step3of 6
=2 Next: Arranqevnurenuelﬁ

& Previous: Starting docum
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15. Now you will be prompted to set up your envelope. Move your cursor to the center of
the envelope until you see the icon change to the I-beam. Click here:

Envelopes. Labels | Start M
Merge

Mail Merge it

Arrange your envelope

873 Romines Mill foad
Plana, TX
75074

16. Now, click the “Address block” link in the Mail Merge task pane:

Mail Merge T

Write your letter

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

To add recipient information to
your letter, click a location in
the document, and then click
one of the items below.

E] Address block...

[F] Greeting lik_d..

|:I+ Electronic postage...
Bl More items...

When you have finished writing
your letter, click Next. Then you
can preview and personalize
each recipient’s letter,

341 of 385



Microsoft Office Word 2016 — Part 2

17. The Insert Address Block dialog will open. Click OK to accept the default settings:

Insert Address Block

Specify address elements

Insert recipient’s name in this format:

Josh ~
Josh Randall Jr.

Josh Q. Randall Jr.

Joshua

Joshua Q. Randall Jr. &

Insert company name

Insert postal address:
(O Never include the country/region in the address
(O Always include the country/region in the address
(@) Only include the country/region if different than:

United States £

Format address according to the destination country/region

Preview
Here is a preview from your recipient list

1 b

Guadalupe Aiken
2426 Lighthouse Drive
Branson, FL 35616

Correct Problems

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

Match Fields...

18. The Address Block merge field will be inserted. Click Next in the Mail Merge task pane:

Maiings

= "= & -r
Emelopes Labels StaiMail  Seect  Ed Highlight  Address Greetg I

terge~ Recipients - Recipient List  Merge Fiekds  Block

Create Start Mail Merge Wite & Insert Fields

873 Ramines Mill foad
Plano, TX
75074

aAddressBlocks)

Pageiof1  Bwords [

A1 P M [y,
7 Find Recipient

Preview ", & Finish B

Rty [DChecklorEnors  Jperge-
Prevess Resits Fuian .

Mail Merge it

Arrange your envelope
18 you Nave et alreacy sane 5,
2y out your envelape naw.

To 34 reaplent infarmation to
your envelape, dlick 1 location

inthe document, and then dick
ane af tne ttems bew,

Stepdof 6
3 bt Preview ,m-en{inp:-

€ Frevious: Select reiplhods

MR - * 4
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19. Now, a preview of your envelope will be shown. Make sure that everything is correct. (If

you need to change anything, click the Previous link at the bottom of the task pane.)
When you are satisfied, click Next:

] Highlight ~ Address
Merge ntlist  Merge Fields  Block

Mail Merge it

Freview your enuelopes

873 Ramines Mill Road
Plang, TX
75074

Guadalupe Alken
2426 Lighthouse Drive
Branson, FL 35616

20. Click “Edit individual envelopes” in the Mail Merge Wizard to complete the merge:

Mail Merge Ve

Complete the merge

Mail Merge is ready to produce
your envelopes,

To personalize your envelopes,
click "Edit Individual Envelopes.”
This will open a new document
with your merged envelopes, To
make changes to all the
envelopes, switch back to the
ariginal document.

Merge
Eh.g, Print...

ED Edi§ individual envelopes...
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21. You will be prompted to select which records to merge. Leave the All radio button
selected and click OK:

Merge to New Document 7 *

Merge records

() Current record
O From: To:

oK h Cancel

22. This will create a new document with an envelope for each person on each page:

72 Rominas Ml Road
Plano, T
5072

Guadalupe Aiken
2426 Lighthouse Drive
Branson, FL 35616

Xue Chien
609 Burnside Court
Tempe, AZ 85282

23. Save the documents as Activity 8-2A Complete and Activity 8-2B Complete, and then
close Word to complete this activity.
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TOPIC C: Create a Data Source
Using Word

In order for a mail merge to work properly, your data source must be correctly configured. In this
topic, we will take a closer look at working with data sources.

Topic Objectives
In this topic, you will learn:
» What a data source is
= The guidelines for creating a data source
= How to create a data source using Microsoft Word

DATA SOURCES

As we discussed at the beginning of this lesson, the data source is the file that contains the
information that will be used during the merge, such as a list of addresses.

You can choose the desired data source in the third step of the Mail Merge Wizard, or using the
Select Recipients menu on the Mailings tab:

Envelopes Labels  Start Mail  Sel
Merge~ Recipi

Highlight ~ Address G
List | Merge Fields _Block

Merge
Preview Results Finish -~

Create

Select recipients

ACME WIDGETS INC. ‘ ‘ ‘

5/1/2020

«AddressBlock»|

There are three options:
=  Type a new list using Microsoft Word
= Use an existing list (such as an Access database, Excel spreadsheet, Word document, or
text file)
= Select data from your Outlook contacts
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DATA GUIDELINES

If you are creating a data source, follow these guidelines to ensure that it will be interpreted
properly during the mail merge:
» The first row of the data should contain field headers that describe each column of data.
» Each of these field names must be unique.

= Fijeld names must be less than 40 characters and should start with a letter.

As well, try to use Microsoft Word’s default fields as your field headers:

Customize Address List

Field Mames

First Name

Last Name
Company Name
Address Line 1
Address Line 2
City

State

ZIP Code
Country aor Region
Home Phone
Wark Phone
E-mail Address

3 >

Add...
Delete

Bename...

Move Down

Cancel

You can create custom fields and map them to your data source if necessary, but it is far easier to

use the existing fields.
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CREATING A DATA SOURCE USING WORD

During a mail merge, you can create a data source on the fly using Microsoft Word. To do this,
select “Type a new list” in the third step of the Mail Merge Wizard and then click Create. Or, click

Mailings - Select Recipients - Type a New List:

Mail Merge Letter - Word

ERCINE] -

Match Fields

Update Labels | pecits

Preview Results Finish

ACME WIDGETS INC.
873 ROMINES MILL ROAD, PLANO, TX 75074

With either command, the New Address List dialog will open:

Mail Merge 78

Select recipients

Mew Address List ? >
Type recipient information in the table. To add more entries, click New Entry.
Title w | First Name w | Last Name - I Company Mame I Address Line 1 vl

I

i< >

Mew Entry Find...
Delete Entry Customize Columns... OK Cancel
A

Here, you can enter your data on each row.
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To customize the columns that appear, click the appropriate command near the bottom left-hand
corner of the dialog:

Mew Address List 7 *
Type recipient information in the table. To add more entries, click New Entry.
Title w | First Name w | Last Name - I Compary Mame w I Address Line 1 vl
£ >
Mew Entry Find...
Delete Entry | Customize Columns...% oK Cancel
A

Now you can add, remove, and rename fields as desired:

Customize Address List ? >

Field Mames

Add...

First Mame

Last Name
Company Mame
Address Line 1
Address Line 2 Rename...
City

State

ZIP Code

Country or Region
Home Phone
Wark Phone
E-mail Address

Delete

Fove Down
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Once the list is complete, click OK to save it:

Mew Address List 7 *
Type recipient information in the table. To add more entries, click New Entry.

Title w | First Mame w | Last Name w | Company Mame w | Address Line 1
| Mrs, Sharon Hall 4974 Bridge Str..,
|| Dr. Marilyn Cunningham 3771 Friendship...
|| Mr Aaron Goodman 2248 Meuport L...
1]
£ >

Mew Entry Find...
Delete Entry Customize Columns... Cancel

You will be prompted to enter a file name. Leave the file type and the location at the default
settings and click Save:

[ Save Address List

+ > ThisPC » Local Disk (C:) > Users » AcmeWidgets > Documents > My Data Sources v | &/ | Search My Data Sources 0

Organize *  Newfolder
# Quick access Name Date madified Type Size
I Desktop
4 Downloads
|5 Documents

Ne items match your search.

&=| Pictures
b Music
B videos

[ Microsoft Word
‘@ OneDrive

3 This PC

¥ Network

*& Homegroup

File name: | September Leads|

Save as type:  Microsoft Office Address Lists

= Hide Folders

Tools - Cancel

You will see the Mail Merge Recipients dialog once gain. Click OK to confirm that you want to use
it in this mail merge. You will now be able to use this list in future mail merges as well.
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You can also edit the list using the Mail Merge Wizard or the Mailings tab:

Create

= & .-?DDB

Envelopes Labels  Start Mail

Mail Merge Letter - Word

G Rules-

Merge et List | Merge Fields Block
Start Mail Merge Wiite & Insert Fields

, M43

[0 Find Recipient

Preview Results

L

UpdateLabels | Regyits [t Check for Errors

ACME WIDGETS INC.

5/1/2020

Mail Merge 7 &8
Select recipients
 Use an existing st

Select from Outlook contacts

Either command will re-open the Mail Merge Recipients list, where you can make the desired

changes.

AcCTIVITY 8-3

Creating a Data Source Using Word

You have been given a list of names and addresses in PDF format that needs to be turned into a
proper data source. In this activity, you will complete this task. You will need a PDF reader for this

activity.

1.  First, open the Activity 8-3 Data Source file:

Activity 8-3 Data Source

Bl ror ric
pdf| 34 g

You can print this file to paper or leave it open and read from your screen.
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2.  You will see that this document contains poorly formatted, inconsistent data. It needs a

number of improvements before it can be used as a data source:

B Activity%208-3%200ata X+ —

a > O | fleysrcyusersicme:

Addresses for Newsletter

Salutation | First Name | Last Name | Renewal Date Address city State | ZIPCode |  Phone#

M Wilma Baughman | 01/2020 2521 Timber Ridge Road | Sacramento | California | 85814 | 516-812-7384 | whaughman@aeme cor

s, nez gell May 2025 4131 CalicoDr. Kennewick | WA 99336 | 509-582-5716 | Inezell@chyta com

cia | 08/2020 2464 Woodstock Drive | Alhambra | CA 01801 | 626-497-7813 | Georgel

03/2022 4057 Mount Street Grayiing | M1 49738 | 9896194993 | reneet@popmail.com

Endof 2023 | 276 Oakway Lane Ivine 02614 | 818-355-2884 | jlopes@zcomail org

B, TLA ON1 {ph

, Toronto, ON, M8V 386, phone 416-253-3872, e-mail

3.  Now, open Microsoft Word 2016 to a blank document. Click Mailings = Select
Recipients - Type a New List:

Home Insert Design Layout References Mailings
=
= EY
Envelopes Labels = Start Mail = Select Edit Highlight Address Greetir
Merge - |[Recipients =| Recipient List | Merge Fields Block  Line
Create E Type a New List.., Write &

] Use an Existing List... l"\’
23] Choose frem Outlook Contacts...
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4. The New Address List dialog box will open. We need to customize the available columns,
so click the Customize Columns command:

Mew Address List ? >
Type recipient information in the table. To add mare entries, click New Entry.
Title w | First Mame w | Last Name w | Company Name - | Address Line 1 vI
|
< b3
MNew Entry Find...
Delete Entry | Customize Columns...l‘J} oK Cancel
A
5. Select the Company Name field and click Delete:
Customize Address List ? >
Field Mames
Title Add...
First Mame
Delete |3
Address Line 1
Address Line 2 Eename...
City
State
ZIP Code
Country or Region
Home Phone
Wark Phone
E-mail Address Mave Up
Move Down
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6.

7.

Click Yes to confirm the operation:

Microsoft Word

*

0 When you delete field 'Company Name', any information in this field will also be deleted.

| Yes L\é I Mo I

Repeat steps 5 and 6 to delete the

Work Phone field:

Field Mames

Customize Address List

Title

First Mame

Last Mame
Address Line 1
Address Line 2
City

State

ZIP Code

Country or Region
Home Phone

E-mail Address

Waork Phone

? ot
Add...
Delete *

Eename...

Move Up

Move Down
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8.

9.

10.

Next, click Add:

In the Add Field dialog, type “Renewal Date” for the field name and click OK:

Customize Address List

Field Mames

Title

First Name
Last Mame
Address Line 1
Address Line 2
City

State

ZIP Code

Country or Region

E-mail Address

Eename...

Move Up

Move Down

oK

Cancel

Add Field ?

Type a name for your field
Renewal Date|

pos

You will be returned to the Customize Address List dialog. Click the Title field and click

Rename:

Customize Address List

Eield Mames

First Name
Last Mame
Address Line 1
Address Line 2
City

State

ZIP Code
Country or Region
Home Phone
Renewal Date
E-mail Address

Add...

Delete

Move Down

Cancel
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11. Inthe Rename Field dialog box, enter “Salutation” for the new field name and click OK:

Rename Field ? >

Change field name

From: Title

To: Salutatinn|

L3

12. Click OK to close the Customize Address List dialog:

Customize Address List ? >

Field Mames

(sautaton |4
First Mame
Last Mame
Address Line 1 Delete
Address Line 2
City Rename...
State

ZIP Code

Country or Region
Home Phone
Renewal Date
E-mail Address

Add...

Move Down

Cancel

13. Now, fill in the first row of data shown in the PDF file, pressing Tab to move from field

to field. Be sure to abbreviate California to CA, as the other entries are:

New Address List ? X
Type recipient information in the table, To add more entries, click New Entry.
w | ZIP Code ~ | Country or Re... vI Home Phone  w | Renewal Date vI E-mail Address
|man@acme.coml
< >
Mew Entry Find...
Delete Entry Customize Columns... OK Cancel
A
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14.

15.

16.

When you press Tab after the last field (E-mail Address), a new row will be created:

Mew Address List ? x
Type recipient information in the table. To add more entries, click New Entry.
Salutation + | First Mame | Last Name w | Address Line 1 -+ | Address Line 2

|| Ms. Wilma Baughman 2521 Timber Ri...
]l

£

MNew Entry Find...

Delete Entry Customize Columns.., OK Cancel

Enter the next set of information from the PDF file (for Inez Bell) on this row. Be sure to
format the date just like the last entry and spell out the word “Drive” rather than using
an abbreviation:

Continue entering information from the table and the list underneath it, correcting

£

2IBell@rhyta.com|

MNew Address List ? >
Type recipient information in the table. To add more entries, click Mew Entry,

w | ZIF Code w | Country or Re... w | Home Phone  w | Renewal Date  w | E-mail Address  w»

95814 UsA 916-812-7384 01/2020 whaughman@...

MNew Entry Find...

Delete Entry Customize Columns.., oK

Cancel

errors as you go.

The following information may help:

Irvine is in California.

Laquita is a female name.
Gabriel is a male name.
Middle initials can be omitted.

Instead of zip codes, Canada uses postal codes that are a combination of letters
and numbers. These can be entered in the ZIP Code field.

The renewal date for all Canadian customers is January 1, 2021.
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17. When you are finished, click OK:
Mew Address List ? >
Type recipient information in the table. To add mare entries, click New Entry.

w | ZIP Code w | Country or Re... + | Home Phone | Renewal Date  w» | E-mail Addrezss  w
95814 usa 916-812-7384 01,/2020 whaughman@...
99336 usa 508-582-5716 05/2025 InezlBell@rhyta...
31801 usa B26-497-7813 D6/2020 GeorgelValenci...
49738 usa 389-619-4993 03,2022 renect@poprma...
92614 usa 818-355-2884 12/2023 jlopez@zoomai..
T1ADN1 Canada 403-529-5463 01/2021 Laquita.Massar...
MBV3IBG Canada 416-253-3972 01,2021 sirwright@tero...

®migneault.com|
£ >

MNew Entry Find...

Delete Entry Customize Columns... Cancel

18. The Save Address List dialog will open. Enter Activity 8-3 for the file name and click

Save:

) save Address List

Organize v New folder

s Quick access
I Desktop
J Downloads
[& Documents
&) Pictures
D Music
H videos
) Microsoft Word
& OneDrive
[ This PC

¥ Network

*& Homegroup

Name

Date modified

1 5 ThisPC » Local Disk (G} 5 Users » AcmeWidgets > Documents > My Data Sources

Type

N items match your search.

v|@| | Search My Data Sources »

File name: | Activity 8-3|

“ Hide Folders

Saveastype | Microsoft Office Address Lists

Cancel

19. The list will now be complete. Close Microsoft Word 2016 without saving your

document.
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Summary

In this lesson, you learned all about mail merge. We began by discussing simple mail merges,
moved on to creating envelopes and labels, and finished by learning how to create a data source
from scratch. You should now feel ready to perform your own mail merges to create all types of
personalized documents.

REVIEW QUESTIONS

1. Which tab contains many of the commands used during a mail merge?
2. Where can you enter or change your return address?

3. How do you unlink a data source from a mail merge document?

4. What is the command sequence to start the Mail Merge Wizard?

5. What is the difference between using the Envelopes command on the Mailings tab and
performing an envelope mail merge?
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Answer Keys

LESSON 1 REVIEW QUESTIONS

1. What are the two contextual tabs available for modifying charts?
The Chart Tools contextual tab set contains the Design and Format tabs.

2. What is the command sequence to sort table data?
Click Table Tools — Layout = Sort.

3. Which tab other than the Table Tools — Layout tab can be used to align table data?
The normal alignment commands on the Home tab can be used to align table data.

4. What feature do graphical equations not contain?
Equations do not provide mathematical functionality.

5. What is the command sequence to edit chart data?
Click Chart Tools — Design - Edit Data.

LESSON 2 REVIEW QUESTIONS

1. What is the command sequence to save a custom theme?
Click Design - Themes - Save Current Theme.

2. How do you assign a keyboard shortcut to a style?
In the Modify Style or Create New Style from Formatting dialog box, click Format -
Shortcut key. Then, click in the “Press new shortcut key” field, press the desired keys, and
click Assign. Close the dialog box to complete the process.

3. What is the command sequence to create a new list style?
Click Home - Multilevel List - Define New List Style.

4. What type of style contains both a paragraph style and a character style?
Linked styles contain both a paragraph style and a character style.

5. How do you modify a style’s settings?
Right-click the style in the Styles task pane or the Styles gallery and click Modify.
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LESSON 3 REVIEW QUESTIONS

1. Which command on the Picture Tools — Format tab allows you to sharpen or soften an
image?
This statement describes the Corrections button.

2. What is the command sequence to add a caption to an image?
Click References = Insert Caption.

3. List the steps to add a screenshot to a document.
Make sure that the window that you want to take a picture of is maximized. Then, bring
up Microsoft Word. Click to place your cursor wherever you want the image to be
inserted. Finally, click Insert - Screenshot, and click the window that you want to take an
image of.

4. What aspects of a picture style can be customized?
The border and effects can be customized.

LESSON 4 REVIEW QUESTIONS

1. Which two contextual tabs are available when editing SmartArt diagrams?
The SmartArt contextual tab set includes the Design tab and the Format tab.

2. What is the command sequence to create a drop cap in the margin of a paragraph?
Click Insert - Drop Cap - Margin.

3. Which contextual tab is available when working with shapes and text boxes?
The Drawing Tools — Format tab is available for objects like shapes and text boxes.

4. What is the easiest way to add an image from the Internet to a SmartArt diagram that
contains picture placeholders?
Click the picture placeholder. Then, use the Insert Pictures dialog to search for the
appropriate image.

5. In Microsoft Word, what is a drawing canvas?
A drawing canvas is a container that you can add multiple shapes to.
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LESSON 5 REVIEW QUESTIONS

1. What are Quick Parts?
Quick Parts are reusable chunks of content, such as a company motto or a document
property.

2. What are document properties based on?
Document properties are based on the properties of the file itself.

3. What are the steps to saving a custom building block?
To start, select the desired object(s). Then, click Insert - Quick Parts - Save Selection to
Quick Part Gallery. Finally, set your options in the Create New Building Block dialog box
and click OK.

4. What is the command sequence to insert a custom cover page that was previously
saved as a building block?
Click Insert - Cover Page and choose the saved cover page from the menu.

5. What is the shortcut key to lock a field to prevent it from updating?
To lock a field, press Ctrl + F11 with it selected. To unlock it, select it and press Ctrl + Shift
+ F11.

LESSON 6 REVIEW QUESTIONS

1. How do you open the Paragraph dialog box?
Click the option button in the Paragraph group of the Home tab.

2. What is the command sequence to format a selected block of text into three columns?
Click Layout - Columns - Three.

3. Name two types of section breaks available in Microsoft Word.
The four available types of section breaks are Next Page, Continuous, Even Page, and Odd
Page.

4. What is the command sequence to insert text from a file?
Click Insert - Object - Text from File. Then, use the Insert File dialog box to locate and
select your file.

5. Which tab contains commands to create and break text box links?
These commands are found on the Drawing Tools — Format tab.
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LESSON 7 REVIEW QUESTIONS

1. When updating styles, what is the difference between attaching a template and using
the Organizer?
Attaching a template updates all styles, while using the Organizer allows you to update
only select styles.

2. What tab provides commands to manage templates?
You will find these commands on the Developer tab.

3. What is the default template location?
By default, custom Word templates are stored in the Custom Office Templates folder in
your user account’s Documents folder.

4. What is the first step to creating a template?
First, create the document with placeholder information.

5. True or False: Document wizards have been removed from Microsoft Word 2016.
This statement is true. By default, document wizards are no longer available in Microsoft
Word.

LESSON 8 REVIEW QUESTIONS

1. Which tab contains many of the commands used during a mail merge?
The Mailings tab contains commands related to mail merge.

2. Where can you enter or change your return address?
The Advanced category of the Word Options dialog contains a text field where you can
enter or modify your return address.

3. How do you unlink a data source from a mail merge document?
Click Mailings = Start Mail Merge - Normal Word Document.

4. What is the command sequence to start the Mail Merge Wizard?
Click Mailings = Start Mail Merge - Step-by-Step Mail Merge Wizard.

5. What is the difference between using the Envelopes command on the Mailings tab and
performing an envelope mail merge?
The Envelopes command will let you create one envelope at a time, while an envelope
mail merge will let you create envelopes for each entry in a data source.

362 of 385



Microsoft Office Word 2016 — Part 2

APPENDICES

Keyboard Shortcut Quick Reference Sheet

Open a new document Ctrl+N

o]

c

£ | Save afile Ctrl +S

&

g Open a file Ctrl+ 0O

s |

@ | Print document Ctrl+P

=
Close Microsoft Word Alt+F4
Select all Ctrl + A
Copy text Ctrl+C
Cut text Ctrl+ X

oTo]

_g Paste text Ctrl+V

._E

” Duplicate image or object Ctrl+D

K (w/object selected)
Toggle Format Painter on Ctrl + Shift + C
Undo last action Ctrl+Z
Redo last action Ctrl+Y
Open Macros dialog Alt + F8
Open Visual Basic for Applications Alt + F11

(2]

§° Open Create New Building Block dialog Alt + F3

©

2

= | Open Font dialog Ctrl+D

§. (w/text selected)
Get help F1
Check spelling F7
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Text Formatting Tools

Apply bold formatting Ctrl + B
Apply underlining Ctrl+ U
Apply italic formatting Ctrl + |

Align text to center Ctrl+E

Align text to left Ctrl + L

Align text to right Ctrl + R
Justify text Ctrl +J
Increase font size Ctrl + Shift +.
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

Styles Commands

Reveal formatting

Shift + F1

Open Apply Styles task pane

Ctrl + Shift + S

Open Styles task pane

Alt + Ctrl + Shift + S

Apply Normal style

Ctrl + Shift + N

Apply Heading 1 style Alt + Ctrl +1
Apply Heading 2 style Alt + Ctrl + 2
Apply Heading 3 style Alt + Ctrl + 3

Show formatting marks

Ctrl + Shift + 8

Insert page break

Ctrl + Enter
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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
Preview the merge Alt + Shift + K
g’ Perform the merge Alt + Shift + N
E Print the document Alt + Shift + M
Edit the merged document Alt + Shift + E
Insert an empty field Ctrl + F9
Update a field F9
K Unlink a field Ctrl + Shift + F9
i Lock a field Ctrl + F11
Unlock a field Ctrl + Shift + F11

Toggle between field code/value display

Alt + F9
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Glossary

AutoCorrect

A feature that automatically corrects text as
you type, including common typos,
mathematical symbols, and capitalization.

Backstage view

A component of the interface that shows a
number of categories that group file-related
commands together.

Building Blocks

Pre-formatted elements that can be
combined to create a cohesive look for a
Microsoft Word document.

caption
Descriptive text added to an illustration or
graphic.

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 tabs
Special tabs that appear when you are
working with a specific object.

data source

File that contains external data for a
particular operation, such as a chart or a
mail merge.

drawing canvas
A container that you can add multiple
shapes to.

drop cap

A capital letter at the beginning of a
paragraph that is larger than the other
letters. Is often dropped down into the
paragraph.

equation
A diagram that demonstrates mathematical
calculations. Does not provide functionality.

field

A placeholder for variable text.

field code
The programming that tells Microsoft Word
what to display in the actual field.

font
A complete set of characters, including
typeface and style.

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.
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formula
A mathematical expression used to
calculate data.

function

The action specified in a formula that
determines what mathematical operation(s)
will be performed on the target data.

kerning
Feature that adjusts the spacing between
letters so that it looks consistent.

line break

Feature that creates a new line while
retaining the formatting from the previous
line.

macro
A small program that is created to complete
a specific task or set of tasks.

mail merge
The process of combining a document and a
data source to generate customized results.

margin
The white space separating text from the
edge of a page or other object.

Microsoft Visual Basic for Applications
Program used to edit Visual Basic code
within Microsoft Office.

Navigation pane

Feature that allows the user to view
important parts of a document. Also
provides search tools.

Organizer
Tool that allows the user to manage macros
and styles in documents and templates.

page break
Horizontal line that indicates where one
page ends and another begins.

Quick Access toolbar
Customizable toolbar providing quick access
to frequently used commands.

Quick Parts
Reusable chunks of content that can be
customized and modified.

Quick Table

A type of table template that allows the
user to quickly insert objects like calendars
and matrices.

ribbon interface

The group of commands at the top of the
Microsoft Word screen. Encompasses File
tab, Quick Access toolbar, tabs, and groups.

row
Horizontal elements in a table.

screenshot
An image of a computer screen.

section
A particular part of a document delineated
by section breaks.

shape
In Microsoft Word, any one of a number of
drawn geometric objects.

SmartArt
Microsoft Word feature that allows you to
create and edit diagrams.

sort fields
The criteria that data is sorted by.
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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.

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.

template

A document that usually contains
preformatted styles, graphics, objects,
and/or sample text.

text box

An object that is primarily designed to hold
text but can also hold other graphics.
Sidebars and pull quotes are two types of
text boxes.

text wrapping
Options that control how a graphic interacts
with the text around it.

theme
A pre-designed combination of colors,
fonts, and effects.

Widow/Orphan Control

Setting that keeps a paragraph together so
that single lines are not abandoned at the
top or bottom of a page.

WordArt

Microsoft Word feature that allows you to
insert stylized text.
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Drop Cap
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F
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AN FIEIA COUR .ttt sb e e e s bte e e s bbe e s sabteesnstaeeenes 220, 226
INSEIEING ..ot e e s 222,225
LOCKING/UNIOCKING 1ottt ettt ettt ettt e te e s raeeeteesaveebeesareesanesabeennes 223,226
AV = Lol go1 2101 (oY o (PPN 283
(6] oo =141 o= SO PSP P U PSP PROPRRPRIORY 223,248
Viewing code 221, 226
WMWhAT IS oot eett e e et e e e et e e e et e e e e baeeeeataeeeeabeeeesaeeeeaseeeensaeeeasteeeanes 204, 220

Font Options

Character spacing
Kerning....
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Customizing NUMDBEr fOrMAt ....cccuiiiiiiieirie et e e s ee e 18, 22, 25
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Closing view ....72,181, 211, 248
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]
Images
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