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More Microsoft Word Basics

*All screen captions have been taken from a computer using Microsoft Word 2007. However, all
of these options are available and appear mostly the same in Word 2010. Any major differences
between these two word-processing programs have been addressed via individual instruction
within each section.

A.Page Setup

Margins
You can adjust the right, left, top and bottom margins of your document. By default, Word sets
all margins to 1 inch. By changing these margins you determine the amount of space for text on

a single page.

A practical application for making the margins smaller would be when you need to cram a few
extra sentences on a resume. Oftentimes Word’s default margins force those last few sentences
over to a second page. By creating smaller margins you maximize the amount of space on the

page for text.

1. Click the Page Layout tab on the Word ribbon.

Page Layout
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2. Click the drop down arrow to open the Margins menu
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From this menu you can choose from an array of common preset margins. If you would like to
create your own margins, then click on the Custom Margins options located at the bottom of

the dropdown menu.

When you create custom margins, be aware that most printers require that the top and bottom
margins be at least 1.27cm (.57°) and that the left and right margins be at least .635 cm (.25™).



To adjust the margin size click on the up and down arrows located beside the individual margin.
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Orientation

Sometimes your Word document is easier to view if the text or design template is set to the
Landscape page orientation (horizontal) versus the default Portrait page orientation (vertical).

1. To change your page orientation, click on the Page Layout tab of the Word Ribbon.

2. From the Page Setup dialogue group, click on the small arrow below the Orientation
icon to reveal the Orientation dropdown menu.
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3. From this menu you can toggle between Portrait view (default) or Landscape view, by

clicking on the appropriate icon.

However you want to view your document, the choice is yours. Both of these page layout
options can help present your document and its text/images more clearly in an array of

situations.
Paper Size
You may want to print your document on other paper sizes e.g. legal. 11” x 17”, A3 etc.

1. To print on different paper sizes, click the Page Layout tab.
2. Click on the Size icon.



3. From the dropdown menu choose which preset paper size you would like to use by
clicking on it.
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4. You will notice that the margins and virtual page size of your Word document will
change to whatever option that has been applied.

Columns

You can flow the text of your word document into multiple columns on a page, like the columns
in @ newspaper or magazine.

1. From the Page Setup dialogue box click on the Columns icon.
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your document.

B. Printing

Word 2010

To Print/Print Preview:

Click on the File button.

Click on the Print option. A Print fly out menu will appear to the right of the Print option.
3. In Word 2010 the Print Preview (see image below) has already been included as part of the Print
option display.
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If you like what you see in the print preview and would like to print your document, click on the Print
icon in the upper left corner of the print menu g

Print

To exit out of the Print menu click on the Home tab.

Printing Options

Word 2010 offers the same printing options as Word 2007 however the layout it is completely different.
Word 2010 breaks away from the traditional use of a Print Window to house all of the options and
settings for a print job.

In Word 2010 all of your printing options and settings (page margins, page orientation, page range etc.)
are located in one convenient location in the Print menu under Settings. All of the printing options can
be accessed and changed by clicking on their drop down menu arrows.



For example, to change the page orientation, click on the drop down arrow beside the Page Orientation
option to reveal its menu. Click on the option that you would like to apply to the Word document from
the menu. See image below.
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Word 2007

Print Preview:

Before printing it is always a good idea to preview your document in order to see what your print job
will look like (number of pages, spacing etc.)

1. Click on the Office button. ‘03\

2. Place your curser over the Print option. A
menu will appear to the right of this
option.

3. Single click on the Print Preview option.

Preview and print the document

Print
Select a printer, number of copies, and

‘7 Open other printing options before printing.

@ Quick Print
Save Send the document directly to the default
- printer without making changes.

The Print Preview screen will open.

Save As b Preview and make changes to pages before
printing.

[
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Basic Features of Print Preview

The Print Preview ribbon has its own Page Setup dialogue box so that you can quickly apply any
adjustments to the Margins, Orientation and page Size.

L=

Margins Orientation Size

- v -

Page Setup i

Zoom and Scroll

By default the Print Preview option is usually set to preview the current page you a currently working
on. You can view other pages by using the scroll bar on the right hand side of the window or the scroll
wheel on your mouse.

There is also a Zoom dialogue box on the Print Preview ribbon that has various viewing options that can
be utilized by clicking on the appropriate icon.

L< ----- 100] @Two Pages

Zoom 100% 5
° S Page Width

Zoom




Finally there is a zoom option located in the bottom right corner of the screen. You can preview multiple
pages at once by zooming out. Click on the minus (-) or plus (+) to zoom in or out.

To Print from Print Preview:

1. If the document looks fine on the Print Preview screen, then click on the Print Icon in the upper
left corner of the screen.

Print

Alternatively, you can close out of Print Preview by clicking the red “X” in the upper right corner

of the screen.

Close Print
Preview

A window similar to the following will be displayed:

Printer

Name: \\Butler\RicohSuave
Status: Toner Low Find Printer...
Type: RICOH Aficio MP C4000 PCL &

Where: Staff Room Print to file
Comment: Photocopier Manual duplex

Page range Copies
@ Al MNumber of copies: |1 Iil

") Current page Selection 1 1
.1 .1 e

(") Pages: |
Type page numbers andfor page il il
ranges separated by commas counting
from the start of the document or the
section, For example, type 1, 3, 5-12
or plsl, pis2, pis3—p8s3

Print what: |Document El Zoom

Print: |J!\JI pages in range El Pages per sheet: | 1page

Scale to paper sige: |No Scaling

o) [ ]

e e e e — —'—————-’

E1{EY




e Make sure that the appropriate printer is selected from the “Name:” dropdown menu.

e You can choose to print “All”, the “Current Page” or specific pages by clicking on the
appropriate radio button under the “Page Range” section.

e If you have selected/highlighted an area for printing you will also be able to choose
“Selection” in the “Page Range” section. See Printing a Selection.

e You can choose the “Number of copies” from the drop down box in the “Copies” section.

e Click on the “Print” button on the bottom of the print box once you have made the
appropriate selections.

Printing a Selection

In some cases we may only want to print a specific selection of a document, rather than the whole
document in its entirety.

First you have to highlight/select the desired information.
To highlight/select text:

1. Click once with the left mouse button to the left of the first letter of the text or text range that
you wish to highlight.
Next click and hold the left mouse button.
While holding begin to drag your mouse in any direction. Notice how the text is highlighted in a
translucent blue.

4. Let go of the left mouse button when you have highlighted the desired range of text. If the text
remains highlighted, it is selected and ready for printing.
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5. Proceed with printing your document.



6. Whent the print window appears, choose the Selection option from the Page Range options.
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() Pages: 1
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Entter either a single page number or 3 single 1= 1=
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Pint | [ Cancel | [ iy

7. Click Print.

8. To deselect the highlighted text i.e. remove highlighted selection, simply click once with the left
mouse button anywhere on the highlighted text.

Using Shortcut Key Commands
You can forgo many of these steps by simply using the print short cut command:

Press and hold the ”ctrl”” and then press “p”. This command will take you directly to the print dialogue
box. However, using this shortcut bypasses the chance to perform a print preview.

C. Publishing a PDF Document

You can save Word documents in a PDF (Portable Document Format). Publishing a Word

document as a PDF has a couple of key benefits.

The PDF file format is compatible with and can be opened by any operating system (iOS,
Android), as long as the user has a free Adobe Acrobat Reader or similar product.

Also consider the term publish. When you publish a PDF you are creating a document that is
difficult to tamper with. It almost becomes intellectual property that is hard for the average
user to change. This combined with its user friendly compatibility has made the PDF file format
very desirable for résumés and cover letters that are accepted by many major corporate job
banks. i.e. some job banks will not accept Word documents or other word processor file formats.



Word 2007

(Ea)

1. Click on the Office button '3}

2. Place your mouse cursor over the Save As
option. A menu will appear to the right of this

option
3. Click the PDF or XPS option

4. A save as window will appear,
which will give you the oppurtunity
to both name your file and to
choose the location you would like
to save it to.

5. When satisfied with the name and
location of your file, click on the
Publish button.

@

MNew

Open

Save

Save As

Prepare

e RKPALT LD

/7 Publish

i

Save a copy of the document

@‘ = Word Document
==| save the file as a Word Document.

@*J Word Template
= save the document as a template that can
be used to format future documents,

@4] Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003,

@ Jj OpenDocument Text

Save the document in the Open Document
Format.

‘ PDF or XPS
=== Publish a copy of the document as a PDF or

XP5 file.

=] Other Formats
Open the Save As dialog box to select from

all possible file types.

E81] Publish as PDF or XPS (o
®v|@ LLibraries » Documents » - | ¢,| ‘ Search Documents ¥l ‘
Organize v New folder = - @
Some library features are unavailable due to unsupported library locations. Click here to learn more... x

iw, Microsoft Office Word

i Favorites =

Documents library

Includes: 2 locations

Arrange by:  Folder ~

£ Mame Date modifi =
Ml Desktop
% Downloads .. Corel User Files 31/05/2012 | 2
% Recent Places L HTML 05/04/2011
|5 Recently Changed \ My Books 31/05/2012
Public I. My Corel Shows 21/12/2010
i
My Data Sources 31/05/2012
i Libraries . My Digital Editions 14/06/2012 .
= . - 1 . 3
File name: m -

Save as type: [PDF

[ Open file after publishing

= Hide Folders

Optimize for: @ Standard (publishing
online and printing) [

@ Minimum size
{publishing online)

.

Tools = l Publish | Cancel

I

In most cases it is normal for you new PDF file to launch after clicking the Publish button, but do not be
alarmed if it does not. Just make sure that you know the location to which you saved your newly published

PDF document!

Word 2010

1. Click the File button located in the upper right corner of Word.

2. Click the Save As Icon Ei e
3. The Save As window will appear.

10




4. Click the down arrow from the Save as type: option.
Save as type: ’Word Document ( vl

5. From the dropdown menu click on PDF.

File name:  Publishing a PDF -

Save as type: [Word Document hd

Word Document
Word Macro-Enabled Document
Word 97-2003 Document

Word Template

Word Macro-Enabled Template
Word 97-2003 Template

Authors:

Hide Folders

XP5 Documnent
P Single File Web Page

Web Page

Web Page, Filtered
Rich Text Format
Plain Text
Word XML Document
Word 2003 XML Document
OpenDocument Text
Works 5.0 - 9.0

6. When you are satisfied with the name and location of your file, click on the Publish
button.

D. Templates

Word provides you with a large variety of templates: résumé, calendar, memo, labels, greeting
card and timesheets to name just a few. You can choose an appropriate predesigned template
and have the ability to replace placeholders and their text with your own text. If these pre-
designs aren’t suitable, you can make changes or create your own.

To access templates start with a new, blank Word document

1. Click on the Office button or the File button (Word 2010)
2. Select the New option. The New Document window will appear.

11



New Document Window

New Document 3 . - (€ [
ew umen
- - __ W =
Templates = @ Search Microsoft Office Online for a template Brochure (Capsules design)
Blank and recent Microsoft Corparation
N
EEEE 34 KB

Installed Templates Brochures

My templates... = =
Brochure (Weathered
Book design)

=
=

New from existing...
Microsoft Office Online
Featured

Aceess databases

mn

Agendas
Books
Brochures and
Im‘)_kleh B |
Budgets General copsulting

urefland bﬂnk\atsrUChurE

|Brn

Business cards

Calendars

Cards
Certificates

Charts and diagrams

Contracts

Envelopes Brochure (Traditional
Elegance design)

Faxes

Flyers

Forms

Inventaries
Invitations
Invoices

Job descriptions

SEEH hd

Brochure (Capsules
design)

Brochure [Health
Modern design)

Technology consulting
brochure

Medical brochure
(Health Simple design)

Brochure for financial
consultation services

Medical brochure
{Health Stylish design}

&

Brochure (Modern
Elegance design)

]

Brochure [Realty Stylish
design)

Brochure (Edgy Smudge
design)

Brachure (Trendy
Eclectic design)

=

Brochure (Legal Timeless
design)

Brochure [Realty
Maodern design)

Business brochure
(Burgundy Wave design)

i

WA (14 Votes)

L3

k Download Cancel

L3 .
\

1

\

2

\
3

1. The Templates list provides you with all of Word’s predesigned templates. In the

example above we have chosen to access the templates from the group Brochures and

booklets.

2. This area groups all of the templates that Word offers for the specific template design.

e.g. Brochures sub-group from Brochures and booklets.

3. This area displays a preview of what the document will look like on the printed page.

If you like the preview of the template and wish to use it click on the Download button in the

lower right corner of the window.
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Word will then launch a new document with the template applied. Templates are completely
customizable (design color, font, text boxes, images and objects inserted). However, we
recommend that you choose a template that is easy to use and whose design is correct for your
purposes.

AaBl AaBbc AaBb( AABBC( assbcen:

THeading1 Heading2 1 Heading3 T Heading4 Heading7... rma aci e Sublitle  Subtle Em.. Emphasis  IntenseE.

Back Panel Heading

This.is.a.900d placete.
briefly, but effectively,.,
the products or

services that you offer. Sales
copy is typically not included

Lorem ipsum dolor sit amet,
consectetuer adipiscing elit,
sed diem nonummy nibh

YOUR LOGO
HERE

Company Name Company Name

Street Address Tel: 555 335 0125

Address 2
City, ST.ZIP. Code
Web site address

E. Format Painter

You can save time editing your documents by copying formatting that you applied to text in one
portion of your document to another portion.

For example, say that you have three paragraphs (refer to example below). You want all of the
paragraph headings to share the same set of formatting.

Instead of formatting all three paragraphs individually, you can establish the formatting for the
first paragraph headings and then simply borrow the formatting to copy to each individual
paragraph headings.

Take a look at the example below: The title (True Blue) and author headings clearly have a
unique formatting applied to the text.
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1. Click anywhere within distinct text of the title or author.

YA Annotations for Au

True Blue
Author:

8™" Publication

Debo Ellis

Casey and Jess are spending the summer holidays as counselors at a children's camp. Among
their campers is the spoilt Stephanie who is always disappearing. Everything changes on the last
day of camp when Stephanie’s murdered body is discovered and due to circumstantial
evidence, Casey becomes the prime suspect. The town becomes a media circus and the

pressures become almost unbearable for Jess to cope.

Second TriaII
Author: Rosemarie Boll

What do you do when your father becomes the enemy of your family? Danny must leave
everything he knows when he goes into hiding with his mother and sister to escape an abusive
father. Together they go to another city and begin a new life, with new identities. And so begins

the second trial in Danny's life, as everything he's known is taken from him.

Croak (Croak #1)
Author: Gina Damico

Fed up with her wild behavior, Lex's parents ship her off to upstate New York to live with her
Uncle Mort for the summer, hoping that a few months of dirty farm work will whip her back

into shape. But Uncle Mort's true occupation is much dirtier than shoveling manure. He's a

Grim Reaper. And he's going to teach Lex the family business.

2. Then click the Format Painter button located on the Clipboard menu located on the Word

ribbon.

@\uﬂ 9- v )5

C

Paste

Home Insert
$5 Cut
=3 Copy
| j Format Painter
Clipboard P

The mouse cursor will change from the cursor to the format painter cursor -ﬂ
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3. Next select the area of text that you would like to assign this format by highlighting over all of
the text.

True Blue
Author: Deborah Ellis

Casey and Jess are spending the summer holidays as counselors at a children's camp. Among
their campersis the spoilt Stephanie who is always disappearing. Everything changes on the last
day of camp when Stephanie’s murdered body is discovered and due to circumstantial
evidence, Casey becomes the prime suspect. The town becomes a media circus and the

pressures become almost unbearable for less to cope.

Second Trial
=P Author: Rosemarie Boll

What do you do when your father becomes the enemy of your family? Danny must leave
everything he knows when he goes into hiding with his mother and sister to escape an abusive
tather. Together they go to another city and begin a new life, with new identities. And so begins

the second trial in Danny's life, as everything he's known is taken from him.

4. After highlighting the text, the newly selected text will adopt the format used from the original
selection.
Click anywhere outside of the selection area to continue working on your document or apply
this method to other text in your document.

True Blue
Author: Deborah Ellis

Casey and Jess are spending the summer holidays as counselors ata children's camp. Among
their campersis the spoilt Stephanie who is always disappearing. Everything changes on the last
day of camp when Stephanie’s murdered body is discovered and due to circumstantial
evidence, Casey becomes the prime suspect. The town becomes a media circus and the

pressures become almost unbearable for Jess to cope.

Second Trial
Author: Rosemarie Boll

What do you do when your father becomes the enemy of your family? Danny must leave
everything he knows when he goes into hiding with his mother and sister to escape an abusive
father. Together they go to another city and begin a new life, with new identities. And so begins
the second trial in Danny's life, as everything he's known is taken from him.
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This method works well for doing one section at a time, however if you want to apply format painting to
multiple locations throughout your document then replace the single click method found in step 3, with
a double click of the Format Painter button.

This will enable a permanent format painter cursor .lﬁ:[ that can be used to apply formatting
anywhere in your document.

Simply hit the escape button escape button (“Esc”) on your keyboard when you are finished using the
Format Painter option.

F. Insert Ribbon
Inserting a Picture

You can insert a picture from your computer into a Word document. The picture will be
positioned directly in line with the insertion point (blinking line) just like text in a sentence.

From the lllustrations group click on the Picture icon. \ﬁl
Picture

This will launch a browsing window that you can use to locate any picture on your
computer

1. When you have decided on a Picture or graphic that you would like to use, left click once
on it to select it.
2. Then click the insert button from the browsing window.

2] ooertPrcure . =
() [ « MyPictures » Rafting ~ [ 3 ||[ Search Rafting o]
Organize v New folder =y A ®

Public - = - —_——

i Libraries e =9 w‘, -

9 Documents >

& Music DSCF0999 DSCF1006 DSCF1011 DSCF1021

&) Pictures o n

o ﬂ
1% Computer 1 DSCF1026 DSCF1042 DSCF1043

& Local Disk (C))  |=|

53 sharedir (5:)
€ Network

Filename: DSCF1043 ~ | All Pictures N

The picture will then be inserted into the Word document.

3. You can move your picture around by left clicking and holding down the left mouse
button to drag/grab it. Simply let go of the picture when you want to drop it into
position.
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If you left click anywhere on the picture sizing handles will appear around the edges that can be
used to manually resize the graphic.

e The corner sizing handles are round and when dragged will resize the picture
proportionately.

e The green rotate handle at the top centre of the image can be used to rotate the
picture.

e The square sizing handles stretch or shrink the image. This feature usually distorts the
image.

All of these options can be utilized by performing a left click, hold and drag method on the
desired handle shape.

Also, take note of the ribbon when you select a picture via a left click. A handy Picture Tools tab
will appear on the Word Ribbon. This new tab offers a host of effects and functions that you

can apply to your picture. We always encourage a new user to take the time to try out these
options as some of them are quite useful and fun!

Picture Tools
Home Insert Page Layout References Mailings Review View Format
& Brightness - ]i Compress Pictures ||

(D Contrast - B Change Picture ‘é] ‘él j] ; ; ; ﬁ n m

{&Recolor' @Reset Picture

Adjust Picture Styles

Clip Art

Clip art are predefined graphics that are included with Microsoft Office or downloaded from the
internet that can be inserted into your Word document.

1. Choose an insertion point.

17



2. Click on the Clip Art icon, ﬂﬂ located on the lllustrations group from the Insert tab.

Clip
Art

3. The Clip Art task pane will display on the right hand side of the document window

Clip Art
Search for:

rocke

5. Double click on any clip art image to insert it into the Saardhine

4. You can search for clip art images by typing a
keyword into the Search for box. e.g. hockey.

document. :
All collections

Results should be:

If you can’t find a suitable graphic via a key word search, try Selected media file types :I
using the Tips for finding clips found at the bottom of the

Clip Art task pane

Symbols

When we are creating a document there are many symbols that are used occasionally but not
often enough to put on a standard keyboard e.g. é %™ ©. You can find Symbols on the Insert
tab under the Symbols group.

1. Click the Symbol icon. S Z
A dropdown menu of commonly used symbols will oo
appear i
3. Click on the symbol that you would like to be X O™ 2 D |
placed at the insertion point of your Word document. .
@ ° 1 U £
To utilize even more symbols click on the More Symbols... E Y © 4+ =
button from the Symbol dropdown menu. -
\ = = + w oo
£2 More Symbals...
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Page Number

Sometimes a document may require you to add a page number to each page. You can add
automatic page numbers to the header or footer of your document.

1. Click the Insert tab.
From the Header & Footer options click on the Page Number dropdown menu.
From this menu you can choose the location and appearance of your page number. The
two most practical options for a page number location are Top of Page and Bottom of
Page.

4. If you hover your mouse cursor over one of these options e.g. Bottom of Page, a fly out
menu will appear.

5. This menu displays a preview of the page number style you can add to your document.

6. To select and apply one of these options simply click on the preview of it.

3= E 4
# =
Page Text Quick Word
Number ||| Box~ Parts~ -
#] | Top of Page "
[Z] Bottom of Page y  Simple T
Plain Number 1
k2 | Page Margins 3 |
ﬂ Current Position 3
Plain Mumber 2
Plain Number 3
!Plain Nu
If your document requires a different number sequence e.g. (A, B, C...) or (i, ii, iii ... ) click on

the Format Page Numbers... option from the Page Numbers dropdown menu. A window will

appear:

@:' Format Page Mumbers... )

1. From the Page Number Format window click the
Number format dropdown arrow to choose

Page Number Format lilﬂ

Mumber format: |1, 2, 3, ...

from a variety of numbering styles.
2. Then click ok.

Use separatort = Ty preErny

Examples: 1-1, 1-A

Page numbering

@ Continue from previous section

< OK ’ Cancel 19
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